it 


(in 


ass CERNE AA TRA 
r ri 


ia tH 
Working on equipment inventory at C.I.T. 
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SHIRTS - TIES » HANDKERCHIEFS — 
DERWEAR - SPORTSWEAR - BOYS WEA 


ie Wationals have saved us their cost many times over” 


“We use National Accounting Machines 
to compute, analyze and prepare pay. 
rolls for each of our 16 plants in the 
United States and Canada. We use 
them for sales analysis and inventory 
control in our General Accounting and 
Production Control offices. Our 7 sales 
offices are equipped with Nationals for 
receivables accounting and territory 
analyses. Our experience with National 
machines, over a long period of time, 
using improved models as they became 


available, has been profitable. Having 
tried alternative methods for the 
various tasks described above, our 
Opinion is that Nationals are most 
efficient and economical for the jobs we 
require of them.” 


Controller 


—CLUETT, PEABODY & CO., INC., New York 
“World's Largest Manufacturer of Branded Shirts’ 


In all sizes and types of business, Nationals 
cut costs by doing up to % of the work auto- 
matically. They soon pay for themselves out of 
the money they save, continue savings as yearly 
profit. Operators are happier because their work 
is made easier. Your nearby National repre- 
sentative will gladly show how much you can 
save with Nationals adapted to your needs. 


* TRADE MARK REG U.S PAT OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, varron 9, onto 
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Long Distance Rates Are low. ‘These are the davtime 
Station-to Station rates for the first three minutes. ‘They do 
not include the federal excise tax. Long Distance rates are 
even lower after 6 o'clock every might and all day Sunday. 


LONG DISTANCE !S THE CHEAPEST, 
SPEEDIEST ROAD TO EVERYWHERE 


There is hardly any limit to the time, money and waste motion 
Long Distance telephone service can save in a single business day. 


In Sales, for example, it can help you follow up inquiries. Make 
appointments for personal visits. Keep in touch between trips. Clear 
up questions and complaints, quickly and tactfully. Save sales that 
might otherwise slip away 

There's another important reason for using Long Distance. ‘The 
rates are low—much lower, as shown above, than most people think. 


Long Distance Doesn’t Cost—It Pays. We have some specific suggestions for 
the profitable use of Long Distance in Sales, Purchasing, Administration, 
Traffic, Production, Engineering and Accounting. A call to your Bell Tele- 
phone Business office will bring a representative to discuss them with you. 
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BELL TELEPHONE SYSTEM A 
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for increased executive efficiency 
(etal. 
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OUR COVER PHOTOGRAPH 
this month, taken in the New 
York office of C.1.T.—Com- 
mercial Investment Trust— 
shows girls at work in a most 
important section of this ofice— 
that devoted to this big corpora- 
tion’s equipment inventory sys- 
tem. 

It ties in with our leading 
article this month, “C.I.T. 
Streamlines Equipment Inven 
tory’ by Henry M. Burnett, 
assistant vice-president of C.1. T. 

This article, opening on page 
14, 1s a notable contribution to 
office science. 


office 


management 


Office Methods, Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year Awards 
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by Henry M. Burnett 
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by Roy Stone 
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Practical values of records management (Conclusion ) 
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This month: microfilm equipment, supply cabinets, 
wardrobes and lockers 
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BUS 


POSTURE 


Seat them comfortably 
and they’!l work better 


Most of your office people work 
sitting down, hour after hour. It’s only 
natural they'll work better, faster and 
make fewer errors when working in a 
comfortable, relaxed sitting position. 

Uncomfortable, old-fashioned chairs 
rob them of energy .. . rob you of 
many work hours which are 
rightfully yours. 

It’s easy to retrieve these “lost 
hours” with beautiful Steelcase office 
and posture chairs. While there are 
many good chairs on the market, 
remember: there must be a reason 
why more people buy Steelcase office 
chairs than steel chairs of 
any other make! 

Your Steelcase dealer will be happy ow | 
to give you full details on the complete 
family of Steelcase chairs, desks, files 
and service units. He’s listed under 


“Office Equipment” in the Yellow Te 


Pages. Call him today. ' 
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M.A. in data processing 
offered by Harvard 
The operation of giant electronic 

computers has been recognized as a 

science of its own by Harvard Univer- 

sity, which has just announced that it 
will give courses leading to a Master ot 

Science degree in the subject of data 

processing. It is the first degree of its 

kind to be offered in this country. 
The course will include studies in 
business and industrial procedures, ac 
counting, clectronics, and engineering 
and will be given by Harvard's division 
of applied science and the department 
of economics; the Graduate School ot 

Business Administration will also assist. 
Experts have pointed out that elec- 

tronic brains, since they cannot think 

for themselves, must be given instruc 
the can 
perform calculations of enormous com- 


uons. Because instruments 
plexity and scope, the mere direction 
of their operations requires expert plan 
ning and supervision. 

If a computer is to be used efficiently, 
the various parts of a given problem 
must be fed into it in proper sequence. 
Before it can accept the problem at all, 
the problem itself must be reduced to 
electrical terms which the machine can 
“understand.” The new course is de 
signed to train experts in the science of 
preparing business and industrial prob- 


METAL OFFICE FURNITURE CO. 


SR 


ME 


Grand Rapids + Michigan 


Your Guide free 


Attach your letterhead for the colorful, 
idea-crammed booklet, ‘Tooling Up Your 
Office,’ mail to Dept. E. 


STEELC 


'iNEsS eQuti P N 


CHAIR EXECUTIVE CHAIR 


INSTITUTIONAL 


Many other chair models available for every office need 


T 


CHAIR 


lems in a form which can be under- 
stood and used efficiently by the giant 
calculators. 


As part of the university's research 
studies in this new field, the Harvard 
Computation Laboratory is working on 
problems involved in inventory control, 
accounting, and other important busi 
ness and industrial operations, 


AMA schedules personnel 

conference Sept, 27-29 

The 
ciation’s annual tall Personne] Conter 
ence will be held at the Hotel Astor, 
New York, Sept. 27-29. 
theme of the conterence will be “Com 
petitive Industrial Relations.” 


American Management Asso 


The overall 


Announced conference subjects in 
clude: “Top Management Merit-Rates 
Industrial Relations,” “Selecting ‘To 
the Dollar 
Getters, the Cost-Cutters,” “Effectively 
the 


Presenting the 


morrow’s Key Executives 


Function,” 
1955 Personnel 
get,” “Controlling and Measuring Costs 
Administration,” “Per 
sonnel Responsibility in Cost Reduc- 
tion,” “Training 


Reporting Personnel 
} pu 


Sud 


ot Personnel 


for a Competitive 


SJianayemen es “a ow ersonne ays 
Management.” “How P 1 Pay 
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Top Performance Is Certam With 
ACK STAPLING EQUIPMENT! 


The ACELINER is the world's finest, most attractive 4-way 
Stapler . . handfastens, staples, pins, tacks. Loads 210 
Aceliner Staples No. 2025. 


ACE STANDARD 


The ACE PILOT has proved its superiority with millions of 
satisfied users the world over. Staples and pins. Loads 
210 standard size Staples. 


=) eal 


ACE SCOUT |™ 


ABOVE: The ACE STANDARD is famous for endurance. 
Gives perfect lifetime performance! Uses standard Staples. 
BELOW: The ACE CLIPPER Stapling Pliers saves time and 
money for florists, dry cleaners, stores, schools, factories, 
offices. Loads 210 Ace Clipper No. 700 Staples. 


The ACE SCOUT is a top quality, long-lived Stapling Ma- 
chine at a low price. Gives perfect performance. Loads 
105 No. 200 Ace Scout Staples. 


‘ACE CLIPPER 


— 
ABOVE: ACE STAPLES give you finest uniform quality, : : 8 
and performance . . fit all standard size Staplers. A ny ACE product will positively perform 
BELOW: ACE STAPLE REMOVER snaps out clinched Staples smoothly and efficiently year in and year out, 


instantly. Durable, efficient, attractive. 


with watch-like precision. Millions ave now used 
the world over. Ask to see the full ACE line. 


SOLD THROUGH DEALERS EXCLUSIVELY 


GES 


k — Vv Te ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
* plies GSE IN CANADA: ACE FASTENER (CANADA) LTD., 6705 UPPER LACHINE ROAD, MONTREAL 28 © 770 DU PONT ST, TORONTO 4 
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Wi THAT FILLS ITSELF 


oO 


WRITES A FULL PAGE OR 
MORE AT EACH FILLING 


Yay Finger grip 
never touches ink. 
iN No chance for ink 


TO SELECT OR REPLACEg WHERE'S ALL YOU DO _ to touch you. - 


CHOOSE 
the right Point 
- for the way_ 

you write — 


“Ink-Locked” 
against. accidental 
spillage. Can't leak. 
Won't flood. Easy 
to clean as a 
saucer. 


Holds 40 times more ink 
than ordinary fountain pens. 
Needs ink only 4 times 
a year in normal use. 


More than 28 
interchangeable 
and renewable 
point styles. 


aww oe 96sz 


hoe 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD. 
MADE IN USA, 
92 FLEET STREET, EAST; TORONTO, ONTARIO CANADA AND 


COPYRIGHT 1996 THE ESTEROROOK PEN COMPANY ENGLAND 
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Off: One Company's Experience,” and 
“Management Education: The Problem 
of Coordinating Conference Table De- 
cisions.” 

Further information on the confer- 
ence is available from the American 
Management Association at 330 W. 
42nd St., New York. 

AMA has also announced that it will 
hold an Office Management Confer- 
ence at the Hotel Astor, Oct. 20-22. 


G. L. McCarthy, microfilm 

inventor, dies 

George Lewis McCarthy, chairman 
of the board of Recordak Corp., a sub- 
sidiary of Eastman Kodak Co., died in 
Greenwich, Conn, on July 9th at the 
age of 67. Mr. McCarthy is known as 
the inventor of microfilming. 

Mr. McCarthy was born in 1887. 
After graduating from the St. Francis 
Xavier Parachial School in New York 
in 1901, he went to work as a bank 
messenger for the Van Norden Trust 
Co., which was later absorbed by the 
Empire Trust Co. Twenty-five years 
later he was a vice president of the 
bank. 


The concept of microfilming oc 


curred to him as a possible answer to a 
banking problem that had been worry 
ing him. Because of the practice of 
returning canceled checks to the de 
positor, the bank lost the only indisput 
able evidence it had that the checks had 
been paid. The idea of photographing 


the checks to provide a permanent rec 
ord appealed to Mr. McCarthy, and he 
proceeded to experiment, using a 16mm 
movie camera. 


Eventually, having developed a satis 
factory machine, he attracted the in 
terest of George Eastman of Eastman 
Kodak. Mr. Eastman recognized the 
possibilities of the new device. In 1928, 
Recordak Corp. was established as an 
Eastman subsidiary, and Mr. McCarthy 
| was named its chief executive officer. 

Mr. McCarthy’s equipment, in addi 
tion to its many uses in microfilming, 
| was used during World War II to pro 

duce V-Mail, by which more than 233 

million letters were sent overseas. 

Last April, the National Microfilm 
Association presented its first annual 
award of merit to Mr. McCarthy at its 
Cleveland convention. It was noted 
| that his idea had brought into existence 
| an industry which now numbers 100 
companies in the list of manufacturers 
of microfilm equipment and of firms 
| providing microfilm services. 
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In less than | minute... 
for less than 2 cents! 


That’s all it takes to copy a letter with the 
Bambino, the new small Ozalid® machine for the 
office. The Bambino saves hours spent in 
retyping for carbons, frees your stenographers and 
typists for more important jobs. 

This handy office appliance has scores of 
uses; can make extra copies of reports, 
statements, invoices, orders, lists, bulletins, 
even penciled memos—speed communication, 


get things done faster. 


THE BAMBINO copies anything typed, printed, 
drawn, or written on translucent paper, up 
to nine inches wide, any length. Reproduces 
instantly on chemically coated Ozalid paper, 
film, or fabric, at high speed and low cost— 
without stencils, plates, inks or developing 
solutions. And delivers clear, dry copies. 

Economically priced at $410, the 
Bambino shortly pays for itself in even 
a small office. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration. 
Or write for free brochure to 
182 Ozaway, Johnson City, New York. 

OZALID~—A Division of General Aniline 


& Film Corporation... From Research to Reality. 
In Canada, Hughes Owens Company, Ltd., Montreal, 


copying machine for the office 
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EASIER ON THE EYES. The low-gloss 
finish of Hammermill Ledger speeds 
work and helps eliminate errors because 
it reduces eyestrain. It comes in a rest- 
ful shade of white as well as quiet 
shades of buff and green tint. 


BETTER FOR TYPING AND WRITING. 
Two specialized surface finishes make 
Hammermill Ledger superior for typing 
and pen work as well as machine post- 
ing. (The latter is identified by the 
watermark “Posting Finish.” ) Hammer- 
mill Ledger takes pen writing without 
feathering; typing and bookkeeping ma- 
chine entries are sharp and clear. 


BETTER FOR RULING AND PRINTING. 
The firm, evenly formed surface of 
Hammermill Ledger permits accurate 
registration in form ruling and makes 
clean, pleasing printing easier to obtain 
on every job. 


STANDS UP UNDER REPEATED HAN- 
DLING ... keeps its fine appearance for 
years. That's because Hammermill Led- 
ger has a special fiber treatment for du- 
rability, greater strength, stiffness and 
snap. 


YOUR ACCOUNTING DEPARTMENT 
will turn out its best work—rapidly 
and with fewer errors—when you 
standardize on Hammermill Ledger 
paper. 

Thousands of American business 
firms, large and small, have found 
that Hammermil! Ledger combines 
exceptional strength and endurance 
with unusual economy in paper cost. 
Its 4 outstanding features—non- 
glare finish, firm surface, splendid 
texture, and rugged durability —as- 
sure you of the same exceptional 
performance. And it is made by the 
makers of Hammermill Bond. 


* * * 


You can obtain business printing 
on Hammermill ledger wherever 
you see this shield on a printer's 
window. Let it be your guide to 
printing satisfaction. 
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Accountants’ association 
announces conferences 

The National Association of Cost Ac- 
countants has scheduled tour confer- 
ences during the year 1954-55, accord- 
ing to an announcement from Alexan- 
der J. Lindsay at the Association's 
New York headquarters, at 505 Park 
Ave. 

Three of the conferences will be of 
the regional type. The first, on October 
28-30, will meet at the Hotel Fort Des 
Moines, Des Moines, lowa. The sec- 
ond, scheduled for March 24-26 next 


' year, will be held at the Hotel Peabody, 


Memphis, Tenn. The third is set for 
April 14-16 at the Dayton Biltmore, 
Dayton, Ohio. 

From June 19th through 23rd, 1955, 
the Association will hold its thirty-sixth 
annual international cost conference at 
the Waldorf-Astoria Hotel, New York. 
This conference is expected to draw 
more than 2,500 of N.A.C.A.’s 36,000 


members. 


NYU announces personnel, 
office systems courses 

New York University’s Division of 
General Education, which is believed 
to be the largest adult education, non- 
degree unit in any of the nation’s col 
leges or universities, has announced 
that its Management Institute will offer 
six courses in personnel management 


_ and industrial relations during the fall 


semester. The courses are: 
Principles and procedures of person 


William 
H. Hennessy, personnel director, News- 


nel management. Instructor: 

week Magazine. 
Personnel interviewing. 

Dr. Leonard Small, consulting psy 


Instructor: 


chologist. 

Job analysis and evaluation. Instruc 
tor: Morton K. Fleishman, consultant 
in the salary administration services de- 
partment, General Electric Co. 

Employee relations. Instructor: Nich- 
olas L. A. Martucci, management re 
search analyst, National Industrial Con 
ference Board. 

Personnel selection and testing tech 
Instructor: Dr. Small, 

Psychology of employees in business 
and industry. Dawson F. 
Dean, personnel American 


Instructor: 
director, 


| Home Products Corp. 


The Management Institute also an- 


| nounced its “Middle Management Ex- 


ecutive Development Program,” which 
will consist of fifteen weekly confer- 


| ence sessions for middle management 


(To page 58) 
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A. ARTISTS, ENGINEERS, DRAFTSMEN! 18 con- 


A QUICK GUIDE TO 


Greater Pencil Value 


Getting just the right pencil or eraser for each job saves time and 
trouble...costs no more! Which should YOU be using? 


UVICROTOMNIC EAD PEERHAED FABER 


wooocunentd <B> EBERHARD FABER ss DIOS 


BONY ctfi. 25%. EBERHARD FABER usa 


T INK PENCIL ~ EBERMARD PAB 


Thimnttar visite 449 ° No.3 


Gor 482 GS 


Tt —h 


ER vnA 70S 


D. ACCOUNTANTS prefer Thin-Rite for small, G. FOR WRITING, DRAWING, AND PAINTING! 


trolled degrees, plus superb smoothness makes 
Microtomic the choice of men at the board. Sci- 
entifically balanced for perfect control. 


. DISCRIMINATING PEOPLE choose Van Dyke 


for ultra-smoothness and its flat adjustable 
eraser. 


. WRITERS ATTENTION! The extra black, thick 


lead Ebony writes smoothly on any paper. Per- 
fect for quick memos, sketches and layouts too. 


neat figures. Sharpens to a fine point and 
holds it! 


. A BOTTLE OF INK IN A PENCIL is sofer and 


quicker to use. Noblot satisfies legal require- 
ments as well as your personal convenience. 


. WRITES ON ANY SURFACE~—gloss, metal, plas- 


tic, cellophane, even movie films can be clearly 
marked with Marker paper-wrapped or me- 
chanical pencils. Popular colors. 


4. 


The miraculous Mongol Colored Pencils. 36 
colors, thin, strong indelible leads. Ideal for 
charts, maps and color visuals. 


. OFFICE PEOPLE PREFER COLORBRITE LEADS! 


In handsome “see-thru” plastic barrels. 12 bril- 
liant colors! 

THE MOST WANTED BUSINESS PENCIL in the 
world. The new Miracle Mongol. Smoother 
writing! Blacker lines! Extra strength! Longer 
wear! Look for new Bull's Eye Marking! 


PAPER-MATED ERASERS 


wenn” 


Van Dyke...typists’ 
choice for soft surface let- 
terheads, tissues and car- 
bons. For harder surfaces 
use Comet. Both available 
with or without brush. 


Pink Pearl cleans as it 


erases. 


Exceptional 


quality removes black 
pencil marks without 
roughening paper. 


Ruby firm and dura- 
ble for office forms. 


Erases black or col- 
ored pencil marks. 


Star Plastic Type 
Cleaner removes 
dirt and ink from 
typewriter keys, of- 
fice machines, rub- 
ber stamps, etc. 
Nothing to spill, 
keeps hands clean. 


Re-Nu is paper-> 
wrapped, self-sharp- 
ening. For correcting 
originals and carbons. 
With or without brush. 


Singlex, the giant 7- 
inch pencil-shaped 
eraser sharpens in a 
pencil sharpener. Ex- 
cellent for ink or type 
marks. With or with- 
out brush. v 


Kneaded Rubber picks 
up pastels, black lead 
or charcoal. Ideal on 
tissue thin surfaces. 


Save Time and 
Twine with Eberhard 
Faber Rubber Bands. 
Strong, clean, de- 
pendable, stretch 7 
times their length. 
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editorial 


United Press Photo 


He moves to cut Government-required paperwork down 


Cutting down on paperwork 


IT IS SAFE to say that Washington has sent out in recent years no news 
of greater significance to the office world than its August 9th announcement 
that something is going to be done about the weight of paperwork imposed 
on business and individuals by Federal agencies. 

First phase of the “something” is to be a study by former President 
Herbert Hoover's Commission on Organization of the Executive Branch of 


the Government of ways to cut down the number and variety of records 
and other paperwork required of private enterprise. 

The study will be made by the Commission’s Task Force on Paperwork 
Management, and in announcing the study Mr. Hoover also announced the 
appointment of B. H. Harper, of Onvaha, secretary of the Northern Natural 
Gas Co.; Thomas F. Conroy, New York, manager of Pan American World 
Airways’ New York office; and Matson Holbrook, New York, vice-president 
of Leahy & Co., as two new members and the staff director, respectively, of 
the Task Force. Other members of the Task Force, appointed earlier, are 
Herbert E. Angel, Edmund Dwyer, and Emmett J. Leahy. Mr. Leahy, na- 
tionally known for his work in the field of records control, is chairman of 
the Task Force. 

In emphasizing the need for such a study, Mr. Hoover's Commission 
alludes to the fact that in one industry alone the cost of preparing only those 
reports considered of questionable value to a Federal agency amounted to 
$3,000,000 a year at 1950 costs. And that one of the many companies which 
have whole sections of their archives buildings set aside’ for Government- 
required records estimates that on the average it will refer to just one out of 
every thousand such records once every 576 years! 
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C.1.T. streamlines equipment inventory 


by Henry M. Burnett 


Assistant Vice President, Commercial Investment Trust, New York 


~ 


Employee checks new shipment of “descending balance 


machines specially designed for C.1.T. in inventory contro) 
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C.1.T.’s assets at the beginning of 1954 amounted to about 
$1,7=9,000,000. At the bottom of the assets list in the an- 
nual report—a list showing millions of dollars’ worth of 
securities, notes and accounts receivable, accrued interest 
and other items—is a notation which reads as follows: 

“Furniture and fixtures, at nominal amount, . . $5.00.” 

How we keep track of that “$5” worth of office equip- 
ment (many conservative corporations completely write off 
office furniture and machines in this manner) is the subject 
of this article. 

Actually, our office equipment is worth $3,000,000 to $4,- 
000,000 and therefore involves a huge and constantly chang- 
ing inventory of some 75,000 items—desks, typewriters, 
adding machines, chairs, filing cabinets and anything pur- 
chased for $10 or more—scattered throughout the country 
in more than 400 offices. 

Knowing exactly what office equipment we have at any 
given time is important in itself. But even more important 
are these advantages, none of which would be _ possible 
without our inventory system: 

1. Equipment purchases and transfers are centrally con- 
trolled, which means maximum economies in buying and in 
equipment usage. 

2. Time spent in taking inventory once a year is reduced 
to a minimum. 

3. Equipment repair can be handled in the most econom- 
ical way. 

4. A complete history of each item, regularly depreciated, 
provides a helpful record for use in preparing data for tax 
and insurance purposes. 


Our inventory system was set up about three years ago. 
Before that, equipment inventories were a headache to all 
concerned. Our branch personne! periodically had to spend 
hours counting equipment, describing it, and frequently 
trying to recall where “lost” items had strayed, In the pre- 
inventory period, a division or branch manager could trans- 
fer equipment at will, frequently tossing an item in the 
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Henry Burnett, shown 
here in his office, was 
the man responsible for 
organizing and admin- 
istering the Army War 
Bond office in Chicago 
during World War Il. 
It was this office which 
processed and distrib- 
uted each month the 
bonds purchased by 
U.S. soldiers 


LIST OF ABBREVIATIONS USED IN PREPARING INVENTORY 


BTL -Bottle INV - Inventory STRY -Stationery 

CAB -Cabinets L/P -Left Pedestal. STL. -Steel 

CHR -Chair 1. - Length STENO -Stenogsaphic 

DBL/P -Double Pedestal LINO -Linoleum STRGT - Straight 

dia. - Diameter L/T -Linoleum Top SWVL_ -Swivel 

DR -Drawer MACH -Machine TAB~ -Table ' ’ : 

ELEC -Electric MAHOG - Mahogany TRANS - Transcriber Standardized abbrevia- 

FL/T -Flat Top o. - Outside (measurement) TYP -Typist tions are used for all 

GRY  -Gray PED -Pedestal WAL -Walnut names and descriptive 

GRN~ -Green POST -Posture w. -Width terms in C.I.T. system 

h. ~ Height R/P - Right Pedestal W/A -With Arms 

i. ~Inside (measurement) SECTL -Secretarial WO/A_ -Without Arms 
SGL -Single w/T -Wood Top 


ae INVENTORY - Furniture & Fixtures 


REMARKS OF St RIAL NO comprTion| cope | | gnnene be. | source | ore comprnond cove | esc THON | ss, | source | bare | EMARES OF SERIAL BE 


+—- 


CABINETS 
20 CAB ~ CLOTHES 72xt4n18 
20 CaB - CLOTHES 72e%4018 
» CaB ~ CLOTHES 72e™4nl8 
20 CAB - CLOTHES 72034018 
20 CAB -FILE 4/0R STL-GRN 
CAB -PILE 5/DR STL-~ORN 
29 CAB -FILE 5/Dfh STL-GRNW 
zn CAB -PILE 5/0R STL-~ORN 
CHAIRS 
20 CMR ~ STROT WO/A WAL 
20 = CHR ~ «STROT WO/A WAL 
20 CMR ~ STROT WO/A WAL 
20 «CHR ~ STROT WO/A WAL 
29 «CHR ~ STROT WO/A WAL 
» CHR ~ STROT WO/A WAL 
20 CMR = STROT WO/A WAL 
2 CHR ~- STROT W)/A WAL 
20 CHR - STROT WO/A WAL 
7» CHR ~ STROT WVA WAL 
20 = CHR ~ SMVL WA WAL 
20 = CHR + SWVL W/A WAL 
20 CMR ~ SWVL W/A WAL 
20 CHR - GHVL W/A WAL 
20 CHR-TYP POST T BACK WAL 
20__CHR-TYP POST T BACK WAL 
ADDITIONAL ITEMS 


DEUS 
29 DESK-PL/T DBL/P WAL L/T 602% 
20 DESK-PL/T DBL/P Wal w/T 60 2 30 
) CESK-FL/T DBL/P WAL W/T @:230 
) DESK-PL/T DBL/P WAL Ww/T @:230 
DESK-FL/T DBL/P WAL w/T or 
DESK-SECTL WAL L/T 
% ODESK-GECTL WAL wW/T 
MACHINES 
MACH ADDING M4 BANK 224975 
29 «MACH ADDING # 10 BaME 1182207 
MACH - NUMBERING E 416m 
MACH ~ JUMBERING E 22107 
MACH ~ DICTATOR 618172 
MACH - TRANSCRIBER 626—1 vis 
MACH - TRANS SHAVER 4245 «EDIGW 
misc 
vAN 16" dia, WESTINOHIUSE 
16" dia, WESTINGINUSE 
12" dia, WOTINOHUEE 
inv 
219020 HERRING HALL 
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Typical inventory sheet sent to a branch office by the in a mask which leaves space to describe condition of 
main office. Inventory form is prepared by photostating equipment and additional remarks. All local office man- 
panel of “master inventory records” for particular office ager need do is verify inventory, and add any comments 


September, 1954 OFFICE MANAGEMENT 15 


— ee eee eee el eee 
LTS I I pe -_ ‘ a . 2 2 f wd ¥ : 
aes 
. ec 
pr = a * " 
Ce 
¢ ~ _ Re 
, 4 ene 
be wad 4 2 . ire 
. - ” “~ > Bey 
. Qe 
= - | rs nee 
RF a : ge eos 
a | j : 
b - ‘ - ——_ ~ —— } ee eat re 
ae neem ~~ Se ER en ee 
i a ‘ ; o ne 4 ‘~ oe * a 
Be ot ok 
/ f A =. be 
s TT | ae * se ¢ a2 
Le Beer ce Cif 4 ~ gt. a Bing | 
: a ae cces Nae ~ ' ia : * Hig: 
Pree ei a“ y - Sou iGd? 
oie a =. 2 
, eS “ | ers 9 : me si rk 
a Z To ag 
Se i $§$— gar i> et = 
5) a eee ‘ ee 4 : 4 5 
Pai ae os — ee 4 ae a * 
at é. 
. 
PY ee ‘+ 
a i 
oa 
af : ee 
: i Pi 
4 re bee 
a ee 
oH ba 
od a 
ae Ls 
jae 
ek. { Le 
Ae 
, | 
Tey * 
cag = fect 
——— bi eas 
me Saas i 
—_ os tw ai 
TREES Gs on a @ 
TEI Ge iW ae 
ee eee inv > tly 
—a wid ae | 
ORT OS tw ann 
ee i ec ial 
ee - og 
eee i 
— i tm eee 
| | : FS a | 
— 2 res 115200' a a 
Seieikencnicnesdeeal a te 1s 
} 1 = ae . 
EOL TOOK, Wy ve ae 
Inv ee 
eee oes coma tw mem ee ie 
— E Lee 
RE, 9° iw ee ar 
es 2 2S ee oe RRA COS Ts Pe 
A eT Tiurroudnasd |_| - St 
eS ee LE RR CRRA OSs Bp ea ee 
CA HG A De NT mee meee ee Ml ee 
A OS GY 14 LA AES Mee one ses eaniensineasihiiatnenneatientapaennegn 7 | 
a 
a al i 
Bae 
ett - 
ig 
a i, 
1, 4, ' 
: A aly = 
_ i E wv oe re ts ys ee 4 , > ‘ ea me : : : fl a : 
ri ¢ J a — an. “aa Se eee, Ae a oe a 
ee : = 4 ees eg as 3 Dear re care | SO ES eae apt — ql He Be Boies 3 
eis ai aul : = a ee me Fah a |e ee wre ‘ie ee ee 


Location, 


a7. ‘Typewriter Biller 13° Elec... 


1951 
E2083392 . _. ming __. 951. 


= 
TSize or Serial ¢ 


Rate of Dep’r. 


| ORIGINAL CosT 


10% Annually 


Amount of Dep’r. 


} FREIGHT & INSTALLATION 


Card No. 


] IMPROVEMENTS 


TOTAL 


t 
3-194 a, 4Og 


MASTER INVENTORY RECORD 


5. YD 


back of his car and taking it to another office. Hundreds 
of “strays” were bound to develop under such an informal 
procedure. And the “annual roundup” was bound to be 
a difficult job. 

Our entire inventory control system was revised and put 
into effect by E. A. Link, my assistant. 

Our first step in setting up the system was to make up a 
nomenclature list. In other words, we had to decide on a 
set of standard descriptions for all types of equipment for 
use throughout the entire company. ‘This list included 
specifications regarding the essential descriptive informa- 
tion also necessary to make the system operate properly. 

Our list includes many types of equipment, as follows: 
Air conditioning units, cabinets, carpets, chairs, wall clocks, 
counters, desks, fans, heaters, light fixtures, office ma- 
chines, safes, tables, typewriters, venetian blinds, water 
coolers and Wheeldex files. Under each of these classifica- 
tions, of course, are many sub-classifications. 

Alter the list was prepared, the next step was to stand- 
ardize abbreviations for descriptive terms. 

Inventory data is kept on standard Remington [VI (index 
visible) cards. The cards were specially die cut so that they 
would hook together on a panel, with only the top line 


The files this worker is using contain a complete record 
of all C.LT. business machine repairs 


Top line of master record for every item gives all information needed for inventory 


showing. The top line provides all the information neces- 
sary for inventory-taking. In one six-inch line we are 
able to show location of the equipment, description, size or 
serial number, source and date acquired. 

About 60 of these cards can be mounted on a standard 
Remington vertical IVI panel. Most of our offices require 
no more than one panel for all their equipment, although 
some of the larger ones call for the use of four or five panels. 

On the lower part of the card we list original cost, freight 
and installation charges, improvements and repairs, and rate 
of depreciation. The amount of depreciation on each item 
(generally 10 per cent a year) is entered after each inven- 
tory. 

When annual inventory time comes around each panel 
is set inside a mask and photostated. The mask contains 
spaces for describing the current condition of each piece 
of equipment and for any other remarks. The inventory 
photostats are sent to the various offices along with regular 
mail. 


In effect, what we do is supply each office with a list of 
its own furniture and fixtures. Instead of having to scramble 
around counting items, and trying to locate the names of 
manufacturers, serial numbers and other essential data, the 
office manager simply has to verify his inventory and com- 
ment briefly on its condition and make any other remarks 
he feels are necessary. If he has any items of equipment 
not on our list, of course, he provides us with the essential 
information on them. Branch managers thus can take an 
equipment inventory in a minimum of time. With the in- 
ventory records so standardized, the home office obtains a 
complete and accurate overall picture, making possible a 
continuing control which adds up to maximum economy 
and efficiency, 

In addition to the master inventory record cards, main- 
tained on the panels, we also have a second file of equip- 
ment record cards for machinery only (anything with a 
serial number on it). On these cards we maintain complete 
historical information. Spaces provide for description of 
equipment, serial number, manufacturer, size of equipment, 
whether item was purchased new or used, voucher number, 
estimated life, name of service contractor, depreciation rate, 
annual depreciation amount, and the year when the item 
will be fully depreciated. There is also provision for a com- 
plete appraisal record, including depreciation, shipping costs, 
installation charges, etc.; complete data on transfers of the 
equipment, and information on repair costs. 

The equipment inventory, of course, provides us the 
mechanism for guiding our purchases, repairs and equip- 


OFFICE MANAGEMENT 


September, 1954 


1; aati . Daas . ———— 
: oe > es: EE ee os a Aare, 
* — ——— - ——— — ——————— ——— CU = — — —y— _ — —— —- eines simran 
ie LTT 
BE 90 | 
— 
e — AC a ih AGEN aL: GA 
a — ene eh 
. a 
_ 
ae £ ‘4 *) es 3 ; 4 A 7 
aes ney tie § Fe ri. 3 
; ver Fi ie Bis ‘ : 
~ 7 ‘ 4 
| \ ote . 5 — Fj 
r Si , { ‘3 ; |, 
: age A a 
a fe — 
: : mt . 2a 
eae “ee -~ > — | : . % 
; A ” ae ‘ —* P nice site 
. G ie e ie " 
He - eee 4 
e oct oe - * 
eas 7 
- _ 
4 / oo rt 
ae) ! wit 
‘ . ’ , ft = i 
4 o mF es sah: died 
sah y a4 at ef ee a Eee ag 
' 2 apie 7 "hey Toes ee ais 
: of 5%. v : = 4 we Ne Pi 
3 af J — = oe eee sh vlad a 
‘ Jf eae 
ES? eS 
j 7 ; 
bs - 
3 ee 
* : 
SF f s 
a > b > 3 i ea aa : f fae, 4 > is at a i. je Re eee ee 
ae Pia: = eae art: Ro. ee ee ae pa oe fe a cu a a Ss 
r fr ee ak : ‘am ie $<) pelea : eo ey Te b; : } a" ; ia +. iad 
ae Be! Wig a 3 oo ia ~ " . oe. ee > ot te eat "a : b » Bae re) Sy oa 
: is iz ro a 4 ae * rs + fe os. eee c ee ae Ve * : 3 Bae oer ee 
F i ea ee Fe ci ie > Jak ae xt = ae . a ee ee ES 
is a a EY CO | tame Le aa mime, o ae a — a ce ae ic 
: bi ro a ee ems Cay T a fl ly a Se | ae oe “| ay Wa an. eee eee ved 


Description Serial No. ‘wate No. 
Typewriter Biller Elec E2083392 
Manufacturer Acquired Location 
Remington Rend Ine, 9-10-51 Wichita, Metro 
Size - Purchase. Voucher No. Est. Life 
13 fk] New [_]usea 32787 10 years 
Service Contract with: Dep’r. Rate Year Dep’r. Year Ful 
: a a i 


1 
9) 


APPRAISAL RECORD MOVE RECORD REPAIRS 


Dep’r. 


Class. From To Date Amount 


WichitdWichita ; 
$386.90 Branch |Metro 5-19-53! 5-58 
Freight & 


Installation 6-7-54 7-27 


Value 


oe 


Total 


Acc .Dep’r. 


Sound 
Value 


Insurable 


EQUIPMENT RECORD CARD 


Second file of “Equipment Record Cards” is kept for machines only 


ment transfers. When a requisition comes in from an office is handled by the manufacturer or vendor of the equipment. 
for a new typewriter, for instance, that requisition is sent We have found it is much more efficient to have the manu 
immediately to inventory control. We are able to check facturer or seller pack and ship, rather than to expend the 
immediately on the complete inventory at the requisitioning time of branch people, whose principal job is to sell the 
office, and determine in a few moments what action is neces- CLT, services in the financing of automobiles, heavy indus 
sary. If a new item is needed, then we check a separate trial equipment and other major purchases. This plan has 
file which we maintain on excess equipment. If the neces- worked out well, and all our suppliers have fully cooperated. 
sary item is in excess, we issue a move order calling for There was a time when a branch office manager might be 
transfer of the equipment to the requisitioning office. The found on the sidewalk uncrating a new filing case. This is 
move order, of course, contains all the vital data on the no longer true; as a matter of fact, our objective is to operate 
equipment—make, description, serial number, etc. so that our branch people never have to even touch a prece 
The actual movement of equipment, wherever possible, of office equipment except when they use it. 


Machines which have been returned to office after repair are checked in C.1.T. storeroom 
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MOVE ORDER 


Date 
April 


20, 1954 2033 


DISPOSITION: &) Transferred [] Sold 


(J Scrapped (() Trade-in 


C) Excess 


TRANSFERRED 


RESPONSIBILITY 


FROM (Old Location) IJCTT Wichita, Kansas 
312 Ida Street 


Branch Manager 


TO (New Lesetiont) §=UCIT Evanston, I11. 


520 Main Street 


Branch Monager 


SOLD TO 


Sale Price 


TRADED IN FOR Allowance 


QUANTITY 


DESCRIPTION 


MFG’R SERIAL NO. 


Royal Typewriter Biller 11" 


Burroughs Adder 8 Bank Hand 


Per Requisition #56829 Dated April 15, 1954 


# 4372053 


# B49336 


APPROVED (Engineering Dept.) 
C. Fallick 


RECEIPT: (Original to be signed by recipient and returned to Engineering Dept., N.Y.) 


Date 


I certify the above equipment received in good condition, 


Custodian 


Whenever a new item is needed in any C. 1. T. office, a 
check is made of a separate file listing all excess equip- 


Repairs of equipment are handled, of course, in the field. 
Requisitions for repair are routed through the inventory 
control unit. Thus, the home office is able to check on costs 
before the authority to do a repair job 1s granted. Where- 
ever possible we maintain standard repair charge schedules, 
furnished to us by the manufacturers and vendors, and are 
able to check outside estimates against these. If a repair 
estimate seems out of line, it is a simple matter to check 
up on it. Here, again, the inventory control system fills its 
primary function of serving as a means to attaining maxi- 
mum economy and efficiency. 

If a repair job is authorized, our regional accounting 
offices reimburse the branch handling the repair job. The 
accounting ofhice also notifies inventory control of this trans- 
action, so that we know the work has been done and paid 
for. All of this information, of course, goes on the inventory 
control index cards and becomes a part of the history of 
the piece of equipment, 

When new equipment is purchased, copies of the pur- 
chase order are sent to the requisitioning branch office and 
to the inventory control unit. When the equipment is re- 
ceived by the branch, the order is signed and returned. The 
item is entered in the inventory when we receive a copy of 
the invoice, which provides us with serial number and com- 
plete description. 

Inherent in this whole inventory control plan is a sys- 
tematic series of checks and counter-checks to insure that 
the proper entries are made on the inventory cards. 

The complete history of each item contributes to overall 
efficient office operation in many ways. It is a simple matter, 
for instance, to check on our experience with any particular 


brand or type of equipment. In this manner, equipment 


18 


ment. Then move order is issued calling for transfer of 
item from office where it is surplus to requisitioning office 


that is basically faulty or inadequate in some respects can 
be definitely ascertained and weeded out. When such 
“lemons” are located, we can muster performance evidence 
and go to the manufacturer. Manufacturers are grateful 
for such documented information, and frequently we are 
able to make advantageous arrangements for replacements. 

On tax matters, the inventory record saves countless time 
and effort in gathering information. Tax authorities, on 
state and local levels, operate in different ways. Some might 
want original purchase price, others might want the de- 
preciated price, still others might want a complete detailed 
record of all equipment in offices within their jurisdictions. 
Transportation costs are important, too, in this respect, for 
in many states there is a transportation tax. 

Insofar as insurance is concerned, it’s obvious that any 
efficient organization should know the value of what’s being 
insured, Otherwise, you are buying more insurance than 
you need or you are under-insuring. 
tions are dangerous and inefficient. 

Our inventory records, naturally, assist our insurance and 
tax departments in preparing their various data. Before 
the system was set up, a request for information for tax or 
insurance purposes meant a scramble for purchase orders 
and invoices—and certainly the end result undoubtedly was 
lacking im accuracy. 

Keeping tabs on our “$5” worth of furniture and fixtures 
has now been reduced to a set of procedures which makes 
this job much more efficient, and the plus values have been 
great. We like to believe that the inventory control system 
is one of the things that helped C.1.T. win recognition last 
year, by the American Institute of Management, as one of 
the dozen best-managed corporations in the country. 


Both of those condi- 
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“Office of the Year” 
Awards announced 
for 1954 


FOR THE FIFTH SUCCESSIVE YEAR, Office Management announces the 
winners of its annual “Office of the Year” Awards. 

Selection is on the basis of outstanding achievement in design, layout, 
equipment, and general fitness for performance of the work which the office 
is called on to do. 

Basis of the selection is a survey of opinion which Office Management 
takes among members of the American Institute of Architects, American 
Institute of Decorators, and Association of Consulting Management Engineers 
whom Office Management considers to have a special interest in the office field. 
The Awards are made in two size classifications, with the top winner in each 
classification designated as “Office of the Year” in that classification. This 
honor is symbolized by a silver plaque. The two runners-up in each classifi- 
cation receive Awards of Merit, symbolized by bronze plaques. 

Pictures and details of the six winning offices will be featured in November 
Office Management, annual “Office of the Year” issue. 


(Offices for 500 or more employees) (Offices for up to 500 employees) 
OFFICE OF THE YEAR AWARD OFFICE OF THE YEAR AWARD 


General Foods Corp. Columbian Carbon Co. 
White Plains, N. Y. ; New York 
for its offices in White Plains for its offices in New York 


AWARDS OF MERIT AWARDS OF MERIT 


: Standard Federal Savings and Loan 
Celanese Corp. of America 


Association 
' New York Los Angeles 
for its offices in Charlotte, N. C. for its offices in Los Angeles 
Utica Mutual Insurance Co. Thomas & Betts Co. 
Utica, N. Y. Elizabeth, N. J. 
for its offices in New Hartford, N. Y. for its offices in Elizabeth 
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LAST YEAR, two members of a British expedition were 
finally successful in scaling 29,0024oot-high Mt. Everest. 
It was man’s first conquest of the world’s loftiest peak. 

And Col. John Hunt, leader of the world famous expe- 
dition, claimed that the victory was possible only through 
“caretul preparation” and “absolute mode] teamwork.” 

In our own work-a-day world, all of us are continually 
surrounded by such peaks and goals. Some of us are suc- 
cessful in reaching these goals ... others are not. 

We have but to look to business and industry as a shin 
ing example of success or failure in reaching goals. Man 
agement is constantly faced with these two simple ques- 
tions: What is the goal? 
trying to reach it? 


And by what methods are we 


Perhaps business and industry have been searching for 
the “X” factor which is paramount to a company’s success. 


And perhaps that “X” factor can be reduced to the simple 
equation of “teamwork.” 


Miss Wilson, who is a national director, for the 
Southern California Chapter, of the Systems and 
Procedures Association of America, handled man- 
agement engineering projects for American Steel 
& Wire Co., Sperry Gyroscope, and Mutual Life 
Insurance Company of New York, before opening 
her own office. 


Teamwork belongs on every level 


by Helen R. Wilson 


Public Relations and Management Consultant, Los Angeles 


By a simple comparison to your own company organ 
ization structure, Webster defines the word “team” as “a 
number of persons associated together,’ and the word 
“teamwork” as “the work done by a number of associates, 
all subordinating personal prominence to the efficiency oi 
the whole.” 


Doesn't this sound like a written description of your own 
company personnel and the work set forth to accomplish 
your common company objectives? 

Most management executives would agree. 

But if we were to recommend that management should 
actually add the activity of “teamwork” to the company’s 
functional organization chart, there would undoubtedly be 
some opposition. They may find it a bit absurd and un 
conventional in organizational standards, to employ the 
term “teamwork” as a common company activity. 

Yet teamwork is one of the oldest and most established 
functions in the world today. It has been proven many times 
over . .. even before the successful climb to the top of the 
highest mountain. 

Today's management is a busy and a complicated man- 
agement. 

Today's management must concentrate on not only the 
normal activities of a business, but also on the multitudinous 
tasks invoked by governmental regulations, labor relations, 
increased tax problems, manpower shortages and continually 
rising labor and material costs. 

Today's management exists in an age of pushbutton and 
electronic machines . . . an age of great change and the 
ability to accept change. And today’s management must 
be geared to meet this fast-moving pace if it expects to main- 
tain the highest peaks of performance which are essential 
to the successful operations of a business. 

Management must train itself to move and to grow with 
the pace of the times. If a management group expects to 
be progressive, then it must look to the future as well! as 
the present. A progressive management knows the impor- 
tance of future planning. It knows that there must be con- 
tinuous improvement in products, machines, equipment and 
services. And a progressive management is also cognizant 
of the fact that it takes an effective team and model team 
work to achieve the ultimate objectives set forth for the 
company. 

Few companies look upon their organization as an actual 
working team. They have yet to realize the importance 

of a team and teamwork to accomplish their objectives. 
Most companies have employees and jobs instead of a team 
and teamwork. And although some companies have pro 
vided for a “management team,” few have extended the 
scope of this team to include operating as well as executive 
personnel, 


How, then, does management proceed to build such a 
team? 
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To be effective, the company team must be built on a sound management-personnel relationship . . . 


The answer is a simple one. 

An effective company team must be built on a sound 
foundation of management-personnel relationship. 

Call it management science, human relations, employee 
it means 
All of these related functions, when reduced to 


management relations or personnel relations . . 
the same. 
simple terminology, mean teamwork. It is merely a method 
by which you set about accomplishing your common 
company objectives. It is the means by which you reach out 
to touch a goal. 

If management expects to have model teamwork in its 
organization, then it must first produce a model team. This 
can only be accomplished by management's careful selec 
tion of the team members, proper training and indoctrina 
tion, and most important of al! .. . personal satisfaction on 
the part of the team member. 

In order to reach an established goal there must be a 
common interest of both the team member and the team 
leader. A team member must know what the goal is, where 
it is and the part he plays as a team member to accom 
plish that objective. And if he is an effective team member, 
he will be familiar with the company’s products and serv- 
ices as well as the overall organization structure. He must 
learn of the customer's importance to the company and he 


should understand product or service prices in comparison 


with competitive businesses and industries. 

When a team member knows and understands what is 
expected of him and when he is told of his importance to 
the working plan of the overall company team, then he 
will carry out his functions with a higher degree of intelli 
gence and efficiency. 

Personal satisfaction on the job means sound manage 
ment-personnel relationship and that in turn means 
teamwork. Without the complete satisfaction of all team 
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.».and must cover all employees, not just top management 


members, there can never be the ultimate in teamwork. 
That final peak can never be reached if the job is only half 
done. It takes the fullest coordinated efforts of each and 
every member in order to climb to the highest point. 

There are many factors which constitute and help to 
create job satisfaction among employees, An employee ex 
pects proficiency from top management levels as well as on 
his own job; a cempetent group leader or supervisor; a 
compatibility among members of the working group; a 
feeling of usefulness and importance to the company; job 
security and the opportunity to advance; incentives and em 
ployee benefits; and a wage commensurate with that pre 
vailing in similar businesses, 

These job factors have formed a pattern for American 
business. American business is built on a foundation of se 
curity and advancement. And the American working people 
expect to advance with this trend. 

(To page 78) 
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Part I— 


THE TWO questions that most frequently arise in connec 
tion with telephone traffic loads are: 
Do we have too few or too many trunk lines for the 
existing traffic load? 
Do we have too few or too many switchboard posi- 
tions and operators to handle that load? 

There is one proof-positive inethod of determining the 
correct answer and that is by an intelligent traffic study. 
The most logical people to make such a study are local 
telephone company personnel. Many would scoff at the 
thought of making their own traffic studies, and justly so; 
they would not know what to do with the results after they 
were obtained. Moreover, they would not know how to 
apply the results to the proper formula which would pro- 
vide the correct answers, 

There are numerous reasons why those in management 
should make their own traffic studies rather than rely upon 
the telephone company. To name just two, suppose we con- 
struct a hypothetical condition by which a traffic load has 
increased or decreased perceptibly during the past six months. 

1. It must be understood that the telephone company 
could not hope to maintain a force of girls that would be 
available for such studies on short notice. In large cities 
there are usually many customers that want similar studies 
made. This requirement is a continuing process. Quite 
frequently two or three months will pass before the study 
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is actually made, particularly in cases involving large instal- 
lations. It is usually two or three months longer before the 
results are analyzed by the traffic engineers and the final 
answer given to the customer. It may require as much as 
six months before the end results are accomplished. If the 
traffic load has been on the increase you do not want to wait 
this long to provide relief. Neither do your customers want 
to wait that long with constant busy signals on trunk lines 
or slow answers from the operators. Conversely, if the load 
has been on the decrease you may be employing one or two 
extra operators for six months longer than you should. 

2. Have you ever walked into the dentist’s office and 
found that by some miraculous piece of magic your tooth- 
ache has disappeared? That is what usually happens when 
the traffic study is being made, A load that was almost 
impossible to handle for several months has suddenly dis- 
appeared for some unknown reason, By making your own 
traffic studies you may begin at a moment’s notice if you 
wish and by this you will obtain the actual picture of the 
traffic count at the time when the load is at its peak. 

Traffic studies in connection with manual switchboard 
operation are made to determine two important require- 
ments—trunk requirement and position requirement. 

In the study to determine trunk requirement two prime 
factors are involved—calling rate and holding time. High 
holding time requires trunk usage as long as the conversa- 
tion is in progress, hence it is an important factor and must 
be reckoned with in connection with the calling rate. 

All that is required to make your own traffic study is two 
Veeder counters for each operative position and one stop- 
watch. These counters are quite small, about 14 x 14 x 1 
inch and are usually mounted on a small wooden block. 
They should be a part of every switchboard installation for 
the purpose of making various types of studies. Make 
certain that the counters are equipped with a tabulation 
device which registers each call when pressed, Label one 
counter “IN” and another “OUT” for each position at 
which the study is to be made. Every time an operator 
handles an incoming call she “tabs” on the “IN” counter. 
The same procedure follows on the “OUT” counter when 
an outgoing call is made. It requires no extra time of the 
operator for such tabulations as they are considered an over- 
lap operation, In other words, tab the call while you are 
waiting for the called party to answer on an outgoing call, 
or tab the incoming call with one hand while the other 
hand rings the extension. Each Veeder counter for study 
purposes has a four-digit registration which will count 9,999 
calls. A five<ligit counter will serve the same purpose. 
Take hourly readings from which can be determined the 
busy hour period. If you wish to take half-hour readings 
you may do so, but equipment requirements are usually 
based upon busy hour results. Always base requirements 
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upon busy hour traffic loads, never on average busy hour 
loads. Surely, you have heard of the man who drowned 
in a river, the average depth of which was only two feet. 
Needless to say, the drowning took place at one of the 
deepest points, And that is what will happen if require- 
ments are based upon average loads. We will literally drown 
at the busiest hour of the day. 

It is suggested that the study be made for a three-day 
period. This will provide a better perspective of the over- 
all trafic load than a one- or two-day study would indicate. 
At various intervals during the three-day period, spot check 
calls at random to determine the average holding time. 
Do not permit “average” holding time results to confuse 
your thinking with the above load study, Calling rate con- 
clusions must be reached by establishing busy hour loads, 
whereas holding time correlation is based upon the general 
average of all calls completed or checked. In other words, 
if you will differentiate between a load study and a time 
study, all doubt will be removed. 

Using a stop-watch, time each call from the time the oper- 
ator answers a trunk on an incoming call, or from the time 
she selects a trunk on an outgoing call. Check as many calls 
as time will permit, preferably 100. Divide the sum of the 
total time consumed on all calls by the number of calls 
checked. This will produce the average holding time and 
the factor arrived at may be used in connection with the 
busy hour load. The formula is very simple and is as 
follows: 


= CCS's 


In plus out calls x holding time = x 


100 100 

The “CCS’s” means hundred call seconds. In some areas 
they may be called “CSC’s”—hundred second calls. They 
are synonymous, but the latter terminology is somewhat 
clearer. 

Now let us assume that the average holding time factor 
resulting from the study is 140. In other words, the general 
average consumed time of all calls checked by a stop-watch 
was 140 seconds. Let us further assume that a four-position 
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switchboard is involved and that each operator handled 25 
incoming and 25 outgoing calls during the busiest hour of 
the study. 

4 Positions: —- 


Each operator 25 Incoming calls 


4 Operators 
100 Total In calls busy hour 


25 Outgoing calls 
perators 


100 Total Out calls busy hour 
100 (In calls) + 100 (Out calls) x 140 (Sec. Avg. H.T.) = 


Each operator 


100 
200 x 140 = 28,000 = 280 CCS's 


100 100 


Your attention is now directed to the following Trunk 
Capacity Tables. It will be noted that there are three tables 
—B, C, and D. Table B indicates the number of trunks 
required based upon a 1 per cent busy condition, or | “re- 
ject” in every 100 calls. Table C indicates the number of 
trunks required based upon a 2 per cent busy condition, or 
2 “rejects” in every 100 calls. Table D indicates the number 
of trunks required based upon a 3 per cent busy condition, 


@ Offices can make their own traffic studies 
of their telephone load with relatively simple 
equipment, and without outside help, finding 
accurate answers to the two questions: 


Are there too few or too many trunk lines 
for the existing traffic load? 


Are there too few or too many switchboard 
positions to handle that load? 
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From the foregoing conclusions of the traffic load and 
holding time we find that we have 280 CCS’s or CSC’s— 
hundred second calls during the busy hour. By consulting 
the table we note that these figures fall between 267 and 
293 in Table C. Therefore, we would require 15 trunk 
lines to handle the established load. If a 1 per cent busy 
condition were desired we would require 16 trunk lines. 
If a 3 per cent busy condition were acceptable we would 
require 14 trunk lines, 


Now let us establish another hypothetical case in which 
the holding time is higher and the calling rate is greater. 
We shall assume the H.T. to be 160 and the calling rate of 
40 incoming and 40 outgoing calls over a four-position 
switchboard. A total of 320 calls in both directions over 
trunk lines would have been made by four operators, 80 
by each operator. 


320 x 160 = 51,200 = 512 CCS's 


100 100 


or 3 “rejects” in every hundred calls. Tables B and D are 
rarely used and it will be noted that after having reached 
a 25 trunk requirement they are not used at all. A 2 per 
cent busy condition, or 2 expected “basy” reports in every 
100 calls is considered a good grade of service, and is ac- 
cepted as such. 


With these conclusions of the traffic study we would re- 
quire 23 trunk lines according to Table C. 


If a five-position switchboard were involved and each 


TRUNK CAPACITY TABLES 
Based on Equivalent 100" Calls and Tables B, C and D of the Average and Average Plus Deviation Tables. 


Capacity — Equiv. 
Capacity — Equivalent 100” Calls 100” Calls 
Table B Table C Table D Trunks Table C 


1 360 .120 1.44 26 599 
2 5.36 7.92 11.52 27 627 
3 15.7 20.5 27.0 28 656 
4 29.6 36.7 45.7 29 685 
5 46.1 55.8 66.6 30 715 
6 64.4 76.0 89.3 31 7144 
rs 83.9 96.8 112.3 32 773 
8 105 119 137 33 803 
9 126 142 162 34 832 
10 149 166 188 35 862 
11 172 191 214 36 892 
12 195 216 240 37 922 
13 220 241 267 38 951 
14 244 267 295 39 982 
15 269 293 323 40 1012 
16 294 320 350 41 1042 
17 320 347 378 42 1072 
18 346 374 407 43 1103 
19 373 401 435 44 1133 
20 399 429 464 45 1164 
21 426 458 493 46 1194 
22 453 486 523 47 1225 
23 480 514 552 48 1255 
24 507 542 582 49 1286 


572 611 
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operator handled 40 incoming and 40 outgoing calls over 
the trunk lines, the total would be 400 calls, and with the 
same H.T. factor the result would be: 


400 x 160 = 64,000 = 640 CCS's 
100 100 


It will be seen that 28 trunk lines would be required under 
these conditions. 

By using the three hypothetical cases above as a basis from 
which to expand to greater loads, any problem regarding 
trunk requirements can be solved. When the total of 50 


Telephone center 
in action 


ONE OF the busiest office switchboards in New York is 
the exchange at Young and Rubicam, major advertising 
agency. The operators handle only incoming and _ long- 
distance calls; all local and interoffice calls are dialed di- 
rectly through the automatic 701 switchboard which is part 
of the Y. and R. telephone center. 

Ninety-one thousand calls a month from over 840 exten- 
sions in the N. Y. office go through the automatic switch- 
board; if these calls could not be dialed directly, the agency 
would have to add six additional operators. 

The operators at the manual board are kept busy with 
the 4,500 incoming calls that go through the Y. and R. 
switchboard each business day, and the vast web of long 
distance calls that keeps New York in touch with clients 
in all parts of the country, and branch offices in Chicago, 
Detroit, Los Angeles, San Francisco, Toronto, Montreal, 
Mexico City, and London. 
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trunk lines has been reached as shown in Table C for 1317 
CCS'’s, begin all over again, using the total CCS’s as the sum 
in both columns of Table C. For example, if we had 1746 
CCS's we would require 70 trunk lines: 


1746 
1317 (50 Tk. Line req.) 
429 (20 Tk. Line req.) 


The next article will cover the subject of switchboard 


positions and operator requirements, together with methods 
for making traffic surveys on dial switchboards. 
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Golden Anniversary Business Show 


will feature new exhibit arrangements 
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Armories housing show are centrally located 


A COMPLETE cross-section of all that is new in office 
equipment and allied services is promised by show officials 
for the Golden Jubilee National Business Show, opening in 
New York on September 27. 

The fifty-year-old show will be held next month in New 
York’s 69th and 7lst Regiment Armories, because Grand 
Central Palace, scene of recent expositions, has been taken 
over by the Federal government as an office building. 

The two armories between which show exhibits will be 
divided are within a few minutes’ walking distance of each 
other, and the show sponsors have also arranged for free 
limousine shuttle service between the two centers for show 
visitors. Both armories are centrally located in the city; the 
6%h Regiment Armory at Lexington Avenue and 26th 
Street, and the 71st Regiment Armory at Park Avenue and 
34th Street. 

The two armories, although among the largest in the city, 
still permit somewhat less space for exhibits than did the 
Palace; this situation has been met, according to Rudolph 
Lang, show director, by reducing the amount of space al- 
lotted to each exhibitor. By this means, it has been possible 
to schedule more than 240 exhibits of products and services. 

Because of the wide sweeps of unobstructed space avail- 
able at the 71st Regiment Armory, it has also been possible 
for exposition officials to arrange for decorations to be done 
in “semi-billboard” style. According to Lang, the National 
Business show will be one of the first of the country’s large 
expositions to adopt this type of decoration. 

The new display style, and the “see-through” center sec- 
tion construction planned for the show will aid traffic flow, 
and permit greater visibility for all exhibits, officials asserted. 


Attendance at the °54 show is expected to equal or exceed 
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records for recent years. During the past three ycars, show 
attendance has averaged close to 100,000. In 1953, the expo 
sition drew visitors from every one of the United States, and 
from 38 countries abroad as well. 

Admission tickets for the show will be printed on Under- 
wood-Samas punchcards, which are being introduced widely 
to the business public at this year’s exposition. 

In 1953, nearly 30 organizations distributed show invi- 
tations as a service to their members, and groups which have 
already requested tickets for distribution to their member- 
ship this year include: 

The American Association of Engineers. 

The Institute of Radio Engineers. 


The Conference of American Small Business Organizations, 


The New York Personnel Management Association. 

The Association of Consulting Management Engineers. 

The Sales Executive Club. 

Business predictions in the office machine, equipment, and 
supply field remain optimistic, according to Lang. Ex- 
hibitors and leaders in the field have reported in survey 
that in most instances they expected 1954 and 1955 to be 


ReGiment 
ARMORY 


Golden coins are being used for promotion 


comparable to previous years. Order backlogs were substan- 
tial at the beginning of the year, sales were firm, and many 
companies planned expansion of plant facilities, and height 
ened sales activity. 

Others have reported that the traditional summer slump 


(To page 79) 


AAC-Cummins 

Acme Visible Records, Inc. 

Addo Machine Company, Inc. 

Addressograph-Multigraph Corp. 

Air Associates, Incorporated 

Allen Communications, Inc. 

American Automatic Typewriter Co. 

American Dictating Machine Co. 

American Photocopy Equipment Co. 

American Press Association 

Apeco of Canada, Ltd. 

Arnot-Jamestown Corp. 

Atlas Business Machines Corp. 

Audograph Sales Company 

Art Steel Company, inc. 

Bankers Box Company 

Better Packages, Inc. 

The Bircher Company, Inc. 

Bro-Dart Industries 

Caleulagraph Company 

Certified Microfilm, Inc. 

Chart-Pak, Ine. 

The Cincinnati Time Recorder Co. 

Collister Corporation 

Commercial Radio & Sound Corp. 

Connecticut Telephone & Electric 
Corp. 

Copease Company 

Copy Craft, Inc. 

Cormac Industries, Inc. 

Cosco Office Chairs 

Ralph C. Coxhead Corp. 

Coxhead-Liner Photo Composing 
Machine Co. 

The C. T. R. Dist. of New York 

Cummins-Chicago Corp. 

The Denominator Company, Inc. 

A. B. Dick Company 

Develop Photocopying Machine Co. 

Dictaphone Corporation 

Dupli-Voice Company 

Duplomat Company of America 

Eastman Kodak Company 

Thomas A. Edison, Ine. 

The Electrofile Corporation 

Elliott Addressing Machine Co. 


Exhibitors 


Executone, Inc. 

Felt & Tarrant Mfg. Co. 

Ferris Business Equipment, Inc. 

Flexifone of New York 

Flexi-Trol 

Fonadek Corp. of New York 

Friden Calculating Machine Co., Inc. 

General Binding Corp. 

General Electric Company 

General Photo Products Co., Inc. 

Geyer Publications 

Goodyear Printing & Stationery Co. 

Graphic Microfilm Corp. 

The Gray Mfg. Company 

The Haloid Company 

Hamilton Mfg. Co. 

Harris-Seybold Company 

The Heyer Corporation 

Inter-Continental Trading Corp. 

Itkin Brothers, Inc. 

Korda Industries 

The Kybernetes Corporation 

Lansdale Products Corp. 

Lathem Time Recorder Co. 

LeFebure Business Equipment 

Lightning Letter Opener 

R. J. Ludlow, Jr. 

Maggie Magnetic, Inc. 

Magna-Crest Corp. 

Magnetic Recording Industries 

Mailers’ Equipment Co. 

Harold Mannheimer Org. 

Manpower, Ine. 

Marchant Calculators, Inc. 

Massachusetts Indemnity Insurance 
Co. 

J. Curry Mendes Corp. 

Methods Research Corp. 

Michael Lith, Ine. 

Microtext Publishing Corp. 

Minnesota Mining & Mfg. Co. 

Monroe Calculating Machine Co. 

The Mosler Safe Company 

New York Telephone Co. 

The Office 

Office Appliances 


Office Management 

Old Town Corporation 

Olivetti Corp. of America 

Ozalid — Div. of General Aniline & 
Film Corp. 

Payroll Tax Service 

Payrollmaster 

Peirce Dictation Systems 

Permoflux Scribe 

Phot-It Company 

Photorapid, Ine. 

Plus Computing Machines, Ine. 

Polychrome Corporation 

Rapidprint Time Recorders, Inc. 

Recordak Corp. 

Recording & Statistical Corp. 

Rex Recorder 

Rite-Line Copyholder Division 

Royal Typewriter Co. 

Safeguard Appliance Corp. 

Safeguard Corporation 

Safeguard International 

Savasort Sorting Devices 

Scribe Corporation 

Self Winding Clock Company 

Simplex Time Recorder Co. 

SoundScriber Corporation 

The Staplex Company 

Stromberg Time Corp. 

Sturgis Posture Chair Co. 

Target Products Corp. 

Telecom 

Thomas Collators, Inc. 

Tiffany Stand Co. 

Times Facsimile Corp. 

Underwood Corporation 

Valley Industries, Ine. 

Vari-Typer Composing Machines 

Veeder-Root, Inc. 

VISIrecord, Ine. 

ViISirecord Systems 

Voice-Master Sales & Service 

Webster Electric Company 

Widmer Time Recorder Co. 

R. M. Wood 

Wood Office Furniture Institute 
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Conclusion— 


Practical values of 
records management 


by Paul Denoncourt 


Space Planning Department, Ebasco Services Inc., New York 
(Based on a speech delivered by the author before the 
Office Executives Association of New York.) 


The next step is to take an accurate inventory of all rec- 
ords now in existence, classifying them by type, purpose, 
quantity, usage, origin, frequency of issuance, etc. 

Once this is done an objective analysis can be made as to 
the retention requirements involved for each record. 

So far we have talked about active files—that 20 per cent 
that must be kept in office space owing to the degree of 
reference and their necessity to everyday operations, But 
once this 20 per cent has been isolated we have the more 
formidable task of disposing of the remaining $0 per cent. 
(The semi-active, or dead files). First we will deal with the 
10 per cent that must be kept permanently, 

One method we have used with marked success in our 
work in records management is to break down the reasons 
tor retaining records into three basic categories—these are 
(1) records that a company must keep by law (2) records 
that are essential for operating effectiveness of the company 

these include engineering maps and tracings, daily reports 
in an insurance company, accounting control reports, etc. and 
(3) those records that are retained by individual employees, 
including department heads, which in their opinion they 
should retain despite the absence of legal or operational 
requirements, We have found that this last category is the 
largest single violation and here is where the greatest sa\ 
ings are possible. If Management is asked the question 
“Is the inventory cost of this record coupled with its mainte- 


Inventory costs of many records plus their maintenance 
costs far exceed their value in terms of raising profits 


Non-essential records retained by individual employees or 
department heads are the greatest source of waste 


nance cost worth it in terms of increasing company profits?” 
the answer in most instances will be an emphatic “NO!” 
In addition, if each department head is charged with the 
cost of space and maintenance for the volume of records he 
retains in the third category frequently the department 
head will be more chary of holding on to them when they 
really aren't needed. 

The 30 per cent of records which can be moved to less 
costly space is the next phase of our problem. This implies 
movement to a warehouse-type structure which can accom- 
modate these records. Placing them in cardboard cartons 
and sending them to the warehouse (either your own or 
rented space) is a solution but it does not satisfy the basic 
needs—it provides no protection, there is no control (usual- 
ly), they are usually not arranged properly so as to provide 
easy access and finding, and they do not provide the ele- 
ment of preservation from the effects of humidity and dirt. 

We believe the logical solution is the establishment of a 
Records Center which is specifically designed to provide ade- 
quate protection and preservation, and at the same time 
keep the records in such a manner as to make them service- 
able to the enterprise. This would include humidity control 
and the provision of vault space as required. Logically the 
Records Supervisor with his staff should be located here. 

This will accomplish the desired control over the transfer 
of records from active files to the center and at the same 
time provide a central place where inactive records can be 
held until they can be destroyed. Humidity control of course 
is essential in the preservation aspects of record-keeping. 

Destruction of the 35 per cent mentioned earlier can be 
supervised and controlled from this point, thus insuring the 

(To page 74) 
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WHO AM I...1am that comfortably old looking creation the boss is fondly nudging with 
his elbow. When I came to work for the boss I had a name—I was called a “Correspondence 
Sorter.” It wasn't long before the boss began referring to me as his “Office Secretary,” presumably 
because I became acquainted with everything that passed before his eyes. 


My boss is a very busy man with many callers beside his desk every day. My boss is an orderly person 
and prefers to have a neat desk. He is continually putting papers between my twenty indexed 
compartments. Such business records are easily filed and easily found. Confidential matters are 
hidden from prying eyes. Technical data is always at his finger tips. 


In the course of a typical day, the boss permanently disposes of many letters and initials them for 
filing. In the case of a Smith letter (for example) he initials and puts it in my “S” compartment. 
Just before closing time, Sally, the filing supervisor, transfers the Smith letter and all other disposed 
of correspondence, from me to the permanent files. You will note I have a tumble-head index 
which can be read from both sides. Sally likes me too. She says I save her lots of time. 


I have had a couple of business trips with the boss. After all 1 don’t weigh very much and he 
knows he can always turn to me for a quick and accurate answer. 


The boss says I am the most inexpensive secretary a man could have (probably because I require 
no upkeep and originally cost him, seven years ago, only $2.30). 


It is now questionable which of us will retire first. | hope (and have an idea) that he will put his 
arm around me and take me with him when he leaves the office for the last time. 


If you should want to get in touch with me you will 
be glad to know that my number is C-33 and that I 
am a member of the Smead family. Your local sta- 
tioner can introduce us. 
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CASE OF THE MONTH 


Eleventh of a series describing how concerns have 


improved office methods and procedures 


Company improves invoice procedure 


by using its own product, new forms 


AN EXCELLENT example of combining the advantages 
ot duplicating with those of speed stationery is found in the 
Order-Invoice system used by Ozalid of Johnson City, N. Y. 

Ozalid, a Division of General Aniline & Film Corpora- 
tion, is a leading manufacturer of print-making machines 
and sensitized materials for the positive reproduction of 
original data appearing on translucent material. 

The Order-Invoice designed by Ozalid is a 104%-inch by 
94-inch, tour-part Speediset with a *4-inch top stub. Part 
one is printed on 14 pound Moore Whiteprint Master and 
the other three parts are on 12 pound Moore Continuous 
Bond, each of a different color. Double-faced carbon is used 
between parts one and two for maximum capacity of the 
variable hand and machine written data. 

The new system was developed by Ozalid’s Methods De 
partment, with the assistance of Moore Business Forms, Inc. 

Other invoices are prepared by order editors ac all Ozalid 
locations. Mail Orders received in the mail are edited by 
the Order Editor for compliance with existing prices and 
policies prior to the preparation of the Order-Invoice. The 
plate includes all of the constant customer data, 

The editor then enters the date issued; shipping date, 
customer's order, contract and requisition number; and a 
complete description of the material ordered. If special in 
structions are necessary they are inserted in the area provided 
on the Order-Invoice stub which is not reproduced as a part 
ot the invoice. The final Ozalid Invoice is size 84-inch by 
8'4-inch, which is the area to the left of the double vertical 
rule. 

The preparation of the Order-Invoice for telephone orders 
is basically the same as for mail orders, except that the cus 
tomer data is normally printed last. 

When an order is received from a new customer, a trans 
lucent single part Account Notice Form is prepared. An 
Ozalid print of the form is placed in the Addressograph file 
and the original is attached to the Order-Invoice. The per 
tinent customer data is written in the applicable block of 
the Order-Invoice. 

The Account Notice Form submitted with the Order 
Invoice serves two purposes, It includes the necessary data 
required in the billing and credit operations and it is a 
request to the home office for embossing an Addressograph 
plate for the new customer. When the plate is received at 
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the plant location the Ozalid print of the Account Notice 
Form is removed from the Addressograph file and replaced 
by the Addressograph plate. 

The accuracy of the data entered on the Order-Invoice ts 
reviewed by an Order Checker, who initials the “Checked 
By” block and forwards the master, Packing Shp (Part 2) 
and the pink copy (Part 3), with carbons intact, to the In 
ventory Control Clerk. From the yellow copy (Part 4) the 
necessary entries are recorded in the customer order register 
which is a record of all orders processed by the branch, The 
yellow copy (Part 4) is then filed with attachments in the 
pending file. 

The Inventory Control Clerk posts the availability rec 
ords and determines the availability of each item, The avail 
able quantities are inserted in the “Shipped” column and 
the quantity to be back ordered in the “Back Ordered” col 
umn. The first three copies are then forwarded to the 
Stock Room. 

The Stock Clerk selects the material indicated in the 
“Shipped” column, initials the “Filled By” block and de 


Calculations are verified by invoice checker 
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_ OLALID A Division of General Antine & Film 
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livers the material to the Shipping Department with the first 
three copies of the Order-Invoice. 

The Shipping Clerk checks the material to the Order 
Invoice and inserts a check mark on the stub opposite each 
item, packs the material, determines the method of ship 
ment, prepares a Bill of Lading when necessary and records 
the shipping information in the appropriate blocks. 

The Packing Slip (which provides one label as part of the 
torm) is removed and inserted in Carton number | and the 
label used whenever possible. The master and pink copy 
(Part 3) of the Order-Invoice with two copies of the Bill 
of Lading, if required, are forwarded to the Order Checker. 

The Order Checker posts the shipping information to the 
customer order register and reviews the Order-Invoice for 
back ordered items. Orders requiring back orders are for 
warded to the Order Editor for preparation. The pink copy 
(Part 3) is transferred to a customer file, the yellow copy 
(Part 4) is filed in a numeric file by order number. The at 
tachments and the master are forwarded to the billing lo 
cation, 

When received at the billing location the Pricing Clerk 
assigns the invoice number in the applicable block with a 


numbering machine, The necessary pricing and computing 

are completed to arrive at the net amount of the invoice. 
The calculations are verified by the Invoice Checker, who 

inserts any necessary certifications, initials the “Checked By” 


block, and forwards the master and 
Ozalid Machine Operator. 


attachments to the 


The attachments are separated from the niasters and nor 
mally five 8')-inch by 8')-inch Ozalid prints are run, They 
consist of two customer copies printed on Ozalid blue line 
paper, one tabulating copy printed on Ozalid black line 
paper, one branch office copy printed on Ozalid black line 


on green paper, and a salesman’s copy printed on Ozalid 
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is four-part 
form. Part 1 is 
master; Part 2, 
packing slip 
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shipment; Part 
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black line on pink paper. The extra Ozalid copies of those 
invoices where the customer requires more than two are 
printed after the normal requirement of two copies is 
printed, 

The customer’s invoice copies are then merged, stapled 
and mailed in window envelopes. The branch and sales 
man’s prints are sorted by branch and mailed. The masters 
and attachments are placed in the customer file. Tabulat 
ing prints are sorted to account for each invoice number, and 
then further sorted by product and account number. Tapes 
are prepared for each group and forwarded to the Tabulat 
ing Department with the tab copies of the invoices for com- 
pletion of the accounting and statistical processing. 

Some of the many advantages of this system are: 


(To page 81) 


Ozalid copies of completed invoice go to customer, 
branch office, salesman, and tabulating department 
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Revolutionary! 


Kit | 
The new ‘‘miracle”’ pencil carbon paper 


Writes brilliantly 
under feathery touch 
or heaviest pressure 


Nu-Kote is a radical departure from all other pencil 
carbons. Old-fashioned materials were cast aside in 
favor of present day scientific advances. The result is 
a new kind of curl-less, tackless carbon with a true 
solid-line write; brilliant under the lightest touch yet 
strong enough to resist the toughest demands. And— 


Nu-Kote's long, long life is phenomenal! 
Nu-Kote is available in rich black, flaming red, and 


bright blue; boxed, in reams, or in register rolls. MITTAG & VOLGER, INC. 


Write today for Nu-Kote samples and prices. Park Ridge, New Jersey 
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Work measurement in methods planning 


by Edmond W. MeNamara 


Systems and Procedures Supervisor, The Bassick Co., 
Bridgeport, Conn. 


THERE IS MUCH contemporary comment about the uses 
that are made, or can be made, of work measurement stan 
dards in the office. Generally we hear of work measurement 
standards being used in programs of clerical cost control. 
Perhaps their main use is as a basis for planned clerical 
stafing. Some companies use them for the purpose of 
supervisory training. Others use them as a tool to increase 
productivity per se, or in conjunction with an incentive 
plan. Yet there is one use that can be made of work 
measurement which seems to have been relegated to the 
background in most of what is written or spoken today. 
That is the use of work measurement as a tool by the 
methods man, 

There is one schoo] of thought which claims that a meth- 
ods man simply cannot be fully effective unless he is able 
to combine work measurement with his systems and pro- 
cedures work, As a methods man who has work measure- 
ment in his tool kit I support this claim because my ex 
perience proves its validity. Let me illustrate how work 
measurement standards can be put to work effectively by 
the methods man. 

Here is an actual case. One faction in an office, headed 
by the IBM Tabulating Department supervisor, was clam- 
oring for new IBM type 24 key punches to replace their 
type 16 machines. Another group scoffed at the suggestion, 
claiming that it couldn’t be justified, costwise. Manage 
ment had to make a decision. As methods man I was con 
sulted. Using work measurement standards it was a simple 
matter to bring the issue to a decision. 

Drawing on my standard data (in this instance work 
measurement standards had already been developed for cost 
control purposes on the present equipment) I was able after 
about 30 seconds of research and one slide rule calculation 


ot 


to point out how the time required to punch a hole on 
the proposed type 24 punch was 18 per cent less than on 
the present type 16 punch. Then, by applying this differ- 
ential to the known volume of cards punched, it was very 
easy to establish a monthly savings in manhours that would 
emply justify the extra rental charge. 

There may be some who will pounce upon these figures 
and try to disprove the 18 per cent. If they do they have 
missed the point. The important point here is that the 
methods man, who is hired to advise management, was 
able to help management to make a sound decision quickly, 

Take another instance. A report now done by hand in 
the Cost Department is being considered for adaptation to 
Tabulating equipment. Since the basic part of the report 
is an IBM tabulation, cards are already on hand and it is a 
relatively simple matter to determine the wiring and ma- 
chine time to do the calculating and summarizing that is 
now done by hand. But the question is, how are we to 
make a reliable comparison with the present method. Un- 
der the present method the report, starting with the basic 
machine tabulation, is prepared by several people, in seg- 
ments according to product line. And they work on it 
piecemeal during the last two weeks of the month. Not 
even the supervisor can give a realistic estimate of the 
amount of time spent in its preparation. 

Here is a chance for the methods man to put his work 
measurement tools and techniques to work. (In this in- 
stance, the department doesn't happen to be under work 
measurement contro] so there are no work standards avail- 
able.) 

The first thing the methods man does is prepare a rough 
—yet reasonably detailed—chart of the operations that 

(To page 81) 
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@ Whe Art Metal 58” 
desk 1s offered in 12 
models, 55” x 30 
(height 20° 


as desired) 


» +. and saves up to $18 in office 
rent per employee, every year 


The 55” desk has been saving 3.75 square feet of floor area 
per office employee, as compared with 60" x 34” desks, 
ever since it was first introduced as part of Art Metal's 
office equipment and planning services, 18 years ago. 
With rentals as high as $5 per _ foot, this represents 
uP to $18 less rental per worker, a saving that repeats 
itself each year for as long as the desk remains in service. 
Far from sacrificing efficiency in office work, this 
“found” space very often permits improved 
arrangements of the tlow of work, with a consequent 
speed-up in output and a lowering of office costs. 


SEND OP these Art Metal 
publications, nationally recog- 
nized for their value in planning 
ethcient offices. 


“Desk Drawer Layout 


“When You Move or Re- 
arrange Your Office 


New Century” Desk Brochure 


Side drawers are full width and knee space is ample. 
Available in general office clerical, typewriter and 
secretarial models, the Art Metal 55” desk ts an integral 
part of a line that includes all sizes and ofters 

the widest selection of executive and general office 
desks ever developed. 

When you plan to move, expand, or re-arrange your 
offices, why not take advantage of these 55” x 30” desks 
and the office planning experience that originated them ? 
Call your local Art Metal representative, or write 
Art Metal Construction Company, Jamestown 1), N.Y. 


For 66 years 
the halimork 
of the finest 
in office 
equipment. 


GEWERAL OFFICE AND EXECUTIVE DESKS - CORRECT-SEATING ALUMINUM OFFICE CHAIRS - FILING EQUIPMENT - WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX CABINETS AWD SYSTEMS 


FROM ART METAL NATIONAL ADVERTISING TO BUYERS 
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Ann Sothern, star of TV's “Private Secretary,” congratulates “Secretary of 
the Year,” Mrs. Genevieve Lenz, at NSA convention 


Act as “sounding boards,” secretaries told 


One of the most important roles a private secretary can 


play in the management picture is to act as a “sounding 
board” to let high echelon executives know what is going 
on within the lower levels of their organizations, Lowell 
Jacobsen, director of personnel, National Broadcasting Com- 
pany, declared in a management panel discussion at the 
ninth annual convention of the National Secretaries Asso 
ciation, held in New York July 21-24. 

Other speakers emphasized the same general theme dur 
ing the panel discussion on “Management In Today's Econ- 
omy.” E. Dent Lackey, public relations manager, The Car 


Judges who selected Mrs. Lenz were (L. to R.): Dr. Ham- 
den Forkner, Mrs. Dale Carnegie, and Don Porter 


36 


borundum Company, pointed out that secretaries fail im 
their job if their advancement to private secretarial status 
makes them lose contact with lower level employees, since 
this leads to a breakdown of communications between exec- 
utives and clerical staff. Carl Brorein, president, Peninsular 
Telephone Company, Tampa, Florida, pointed out that the 
good secretary, in looking for the opportunity to be of as 
much assistance as possible, must make herself the avenue 
through which others reach the boss. 

Principles that guide most executives in choosing a sten- 
ographer as a private secretary, Sterling W. Mudge, super- 
visor of training, Standard Oil Co., said, are: 

Does she know the things that are required to do the job? 

Can she apply this knowledge? 

What kind of a girl is she? 

Does she have those characteristics that will help her in 
her contacts with her boss? 

Things to be guarded agains? in choosing a secretary are 
laziness, aggressiveness, and lack of loyalty, he continued. 

The fifth member of the panel, C. B, Delano, director of 
personnel, Thomas J. Lipton Co., added that his company 
also expects a desire to obtain the necessary background to 
assist the boss from a worker up for promotion, as well as 
from job applicants. 

Presiding over the management panel, which was held at 

(To page 73) 
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NO 
WORRIES 
with 
ANTI-SLIP 
LUDOX’ 


in floor 


Floors Can Shine with a Layer of Safety 


Floors are safer to walk on, safer to work on 
when the wax used on them contains Du Pont 
““Ludox”’ colloidal silica. Such floor waxes give 
unbeatable anti-slip protection to employees 
and clients, to guests and visitors. 

Wherever safety counts, waxes fortified with 
““Ludox”’ give a unique snubbing action which 
heads off slips before they start. This advan- 
tage is added at no sacrifice to the basic prop- 
erties of high-quality wax. It may even be 
harder and have added depth of luster... ex- 
cellent water resistance and leveling properties. 


Ask your maintenance man to specify waxes 
made with anti-slip “‘Ludox.’’ Have him get in 
touch with your wax supplier today. One trial 
will convince you. 
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HERE’S HOW “‘LUDOX’’ 
WORKS IN FLOOR WAX 


“Ludox” has tough, transparent 
particles of minute size. The pres- 
sure of a footstep forces the hard 
particlesof‘Ludox” intothesofter, 
larger wax particles. This action 
absorbs much of the foot’s forward- 
moving energy . . 
traction underfoot. 


. gives positive 


For Safety Underfoot, Specify Floor Waxes Made With 


LUDOX 


COLLOIDAL SILICA 


BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 


J 


E. 1. du Pont de Nemours & Co. (inc.) 
Grasselli Chemicals Department 
Wilmington 98, Delaware 
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How to cool a room for 

700 office workers 
When 700 office workers occupy the 
same big room, special problems of 
heat relief and ventilation are created. 
Shown is a portion of the 55,000-square 
foot main office of the Belknap Hard 
ware & Mig. Co. in Louisville, Ky., 
which contains 700 desks. Here the 
ventilation problem was solved by in- 
stalling 42 exhaust fans with 42-inch 
blades. The fans move 440,000 cubic 
feet of air each minute, to change the 
air completely every minute and a halt. 
The equipment was manufactured by 
The Lau Blower Co., Dayton 2, Ohio. 


qFriden greets European guests 

Visiting this country to assist the 
Friden Calculating Machine Co., Inc. 
in setting up a new subsidiary plant at 
Wageningen, The Netherlands, Joseph 
P. Bourdrez, general manager of The 
Netherlands Industrial Institute, poses 
(far right) on the front lawn ot 
Friden’s main plant in San Leandro, 
Calif., with Mrs, Bourdrez and Friden 
vice presidents L. B. Taylor, left, and 
P. R. Samwell, second from the right. 


News 
pictorial 


4 Model of archives shrine 
presented to Government 
The safe which houses the Declaration 
of Independence, the Constitution, and 
the Bill of Rights is the only one of its 
kind in the world. Its scissors-type ele 
vator raises the valuable documents 27 
feet through the floor every morning 
so they may be seen by the public and 
lowers them every night into the vault. 
Here the Mosler Safe Co., of Hamilton, 
Ohio, which built the safe, presents an 
electrically operated scale model to Vice 
President Richard M. Nixon (left), 
who receives it from company presi- 
dent Edwin H. Mosler, Jr. (right). 
Looking on is John W. Bricker, U. S. 
Senator from Ohio. 
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No secret though —a Sturgis fiber 

glass base is just naturally quiet in 

motion. You roll silently even on 

rough and uneven floors. It’s quite astonish- 

ing . . . although no more so than the unique fact Engineered for Long Life and Minimum Maintenance 

that this fiber glass base will never become vies Threst 8 Setins os bilan lie 

unsightly, never need refinishing. Nine models of pashteesinra-caciebeiiteds wetnd REE 

executive and stenographic chairs are now Ball Burnished Spindle Soaty. perfect fit for long life. 

available with fiber glass bases in gray, Superior Casters:oversize ball bearings, extra wide rubber wheels. 


green, walnut or black. STURLON © Finish On Metal Parts: 70 to 20 times as abrasion- 
A resistant as other finishes. 


AE sr da einetelisacissil athena 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 Last Erie St., Chicago 11, Illinois 


J 


We'd like a copy of your illustrated folder on 
chairs with fiber glass bases. 


Name 


— Firm Name 
POSTURE CHAI RS Address 


Manufactured in Sturgis, Michigan and Charleston, South Carolina 
THE STURGIS POSTURE CHAIR COMPANY, STURGIS, MICHIGAN 


ee 
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While the mood for modernization 


is at a peak 


Sell your Products 


A pictorial exposition of the 


1954 “Office of the Year” Award-winning offices 


OFFICE MANAGEMENT?’s 15,000* progressive 
management executive subscribers will be intensely 
interested in this pictorial and descriptive exposi- 
tion of the six award winners for 1954. Details will 
be shown covering plans and specifications for 
construction, decoration and equipment layout. 


MANUFACTURERS: 


Forward-looking executives who constitute OFFICE 
MANAGEMENT?’S circulation are always thinking 
modernization. Your advertisement in the Nov- 
ember issue with its pictorial review of these out- 


CLOSING DATES: 


to appear in the 


NOVEMBER 1954 


— Nice of the 


Reserve your advertising space today to be sure of good position. 


ear issue 


standing offices will generate interest in whatever 
you have to offer for remodelling, refurnishing, 
redecorating and construction. 


Advertisers of every conceivable product or service 
connected with construction, fixtures, lighting, 
decorating, furniture, systems, office machines and 
equipment can stimulate purchases by progressive 
management executives who represent this highly 
potential office market. Not only is your adver- 
tising message in the “Office of the Year” Issue 
very timely, it has lasting value too, since a large 
number of executives retain this issue for frequent 
future reference. 


Set copy October Ist. 


Complete plates, October 5th. 


*Net Paid Circulation Gurantee for last 6 months of 1954 


we, OFFICE MANAGEMENT .. 


and stationery industry. 


$i . 
The Magazine for Management Executives Q): 


212 FIFTH AVENUE, NEW YORK 10, N. Y. 


Published by Geyer Publications, Established 1877. 
of the most complete publishing service in the office equipment 


Publishers 
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A Desktop copying machine 

This diazo process copying machine is 
one of the Copyflex Series 100 recently 
introduced by the Charles Bruning Co., 
Inc., 4700 Montrose Ave., Chicago. The 
manufacturer states that it can make 
as many as 300 exact copies an hour at 
a cost of less than two cents each for 
letter-size copies. It can copy opaque 
originals by means of reflex film. 


¥ All-steel postal scale 

The Pelouze Mfg. Co., 1218 Chicago 
Ave., 
new line of postal scales called the 
“Y” line. 
construction and the scale is equipped 
with a hairline indicator behind a glass 
dial which is removable to permit in 


Evanston, Hl. has marketed a 


The housing is of all-steel 


sertion of new dial should postal rates 
change. 
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* Wood chair 


One of a number of new models de 
signed by George Nelson, this No. 
5468 chair is made of different 
The frame is of walnut, with 


two 
woods, 
a birch backrest; or the chair can be 
had with birch frame and walnut back. 
The seat is upholstered. The chair has 
recently been introduced by the Her 


man Miller Furniture Co., Zeeland, 
Mich. It is designed to be used in 


either office or home. 


p Ten-key adding machine 

The Burroughs Corp., Detroit 32, has 
produced its first ten-key adding ma 
chine. It 


is an electrically operated 


model designed to be simple to use. 
It is 13 in. long, 8% in. wide, and 
7 in. high, and it weighs 16 lbs. The 
tear-off blade is transparent, permitting 
the operator to read figures on the 
paper tape beneath, and the electric 
cord is detachable, 


> Heavy-duty floor machine 
The Clarke Sanding Machine Co., Mus 
kegon, Mich., has announced a line ot 
four machines with brush diameters ot 
13, 15, 17, and 23 in. Accessories pro 
vide for wet or dry scrubbing, waxing, 
polishing, steel wooling, shampooing, 
disk sanding. and grinding. 
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A Five-total adding machine 
Five separate totals can be produced 
by this new machine made by R. C. 


Allen Business Machines, Inc., 678 
Front Ave. N.W., Grand Rapids, 
Mich. Each department, including 


grand total, has 7-place totaling capac- 
ity, Machine ts electric, has automatic 
clear signal, automatic space-up from 


total, and transparent tear-off knife. 


Ns 
as: a 
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q Steel table 

The new No. TP-60 table, manufac 
tured by Hillside Metal Products, Inc., 
262 Passaic St., Newark, N. J., has a 
center with lock and 
The table is of steel and it has a 


drawer insidk 
tray. 
top which measures 60 by 32 inches 
and The 


table can be obtained in a variety of 


is covered with linoleum. 
colors, including standard grey, mist 
green, and golden dawn tan. 


VY Visual control board 

This is the Flexi-Trol control 
board, manufactured by Methods Re 
search Corp., 453 Mosel Ave., Staten 
Island, N. Y. The standard board is 
42 in, wide and 24 in. high, and is 
equipped to hold cards to provide 
graphic information for use in produc 
tion 


visual 


schedules, management control 
and analysis, organization rosters and 


charts, and for other purposes. Cards 


come in strips, in various colors, and 
may be written or typed on, 


A Vertical sorter 


This is the Vert-A-Sort, with which 
the Kohlhaas Co., 8012 S. Chicago 


Ave., Chicago, introduces an improve 
ment planned to make sorting easier. 
The index cards have metal spacers so 
that left the 


cards, This makes them easy to move 


air spaces are between 


and easy to locate. The guides are of 
chrome-plated steel, and the base is of 


metal and is designed to prevent 
scratching or slipping, 
' ae ~ ‘ : t “y 
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7 Machine stand 

Maso Steel Products, 53 W. Jackson 
Blyd., Chicago, offers a stand designed 
for electric office machines. It has an 


elevator device to lower it from its 
rubber casters to rest on rubber feet, 


which are adjustable to uneven floors. 


> Hluminated reading glass 

This is said to be the first lightweight 
rectangular illuminated reading glass 
on the American market. It is made by 
the Bausch & Lomb Optical Co., 635 
St. Paul St., Rochester, N. Y. 
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PRODUC TION OF 108 CONTROL 


TH PROOUC TION CAPACITY VS. SALES 
° ane 


‘S PERFORMANCE VS. QuoTA FJ 
. "a “* 


SERVICE CALLS SCHEDULE 


os 


te 
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New for the Office 


( Continued ) 


THERMO-FAX copying paper has 
been made available in three new 
colors: green, yellow, and pink, in ad 
dition to the standard neutral shade. 
This paper is used with Thermo-Fax 
duplication equipment, and, like the 
equipment itself, is made by the Min 
nesota Mining & Mig. Co., 900 Fau 
quier St., St. Paul, Minn. 


A STENCIL FILE for the storage ot 
larger size offset masters has been mar- 
keted by the Mim-E-O Stencil Files 
Co., 1219 W, Chestnut St., Chicago. 
The file is of heavy-gauge steel and 
can accommodate as many as 500 off 


set masters and stencils, including 
aluminum, paper composition and zinc 
masters, and Multilith masters Nos. 
1250, 75, 80, and 2066, and Davidson 
masters Nos, 241, 252, and 233, X-ray 
and blueprint plates can also be filed 
in this cabinet. The cabinet is mounted 
on ball-bearing swivel casters. 


THIRD-DIMENSIONAL DEPTH is 
suggested by a new paint introduced 
by The Sherwin-Williams Co., Midland 
Bldg., Cleveland. The paint, called 
“Opal-Glo,” contains an aluminum in- 
gredient in the form of mirror-like par 
ticles which give off subtle light reflec- 
tions, The paint has a satin sheen fin 
ish with an unusual quality of depth. 
It is an enamel-type formulation with 
a hard, smooth finish. It is considered 
to have high washability; according to 
the company, pencil marks, ink, and 
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ordinary stains can be easily removed. 
The manufacturer claims that this new 
paint has exceptional covering, rang- 
ing from 850 to 1,000 square feet per 
gallon on smooth surfaces, and more 
than 500 square feet on rough sur- 
faces. The paint is designed to be 
brushed onto a surtace, then finished 
with a roller. 


TRANSPARENT DRAWERS | are 
used in the “Find-It” metal cabinet re 
cently introduced by Goodfrend Metal 


Products Co., 14815 S. Loomis St., 
Harvey, Ill., for the storage of small 
items. Cabinets are available in sizes 
with 12, 24, or 36 drawers. 


ADJUSTABLE CASTERS for use on 
uneven floors are being marketed by 
N. C. Kirst & Co., 104 S. Main St., 
Fond du Lac, Wise. The casters, manu 
factured by the Adjustable Caster Co., 
1411 Walnut St., Philadelphia, are so 
designed that they are self-locking. 
Height is adjusted by rotating a cir 
cular nut; the glide itself, however, 
cannot turn. Thus, the height, once 
set, cannot work out of alignment. 
The casters are called “Lokswiv.” 


Harris-Seybold purchases 
Cottrell Co. 


HarrisSeybold Company, the na- 
tion’s largest manufacturer of offset 
lithographic printing presses, has an 
nounced acquisition of C. B, Cottrell 
Sons, Company, builder of letterpress 
and gravure presses for the printing 
and publishing industries for the past 
99 years. 

A family-owned concern since its cre 
ation in 1855, C. B. Cottrell and Sons 
will now be operated as a wholly 
owned subsidiary of Harris - Seybold, 
with Donald C, Cottrell continuing as 
president. 
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Association Offers Course 
In Management Training 
To Tabulating Supervisors 

A Tabulating Management Train 
ing Program in Modern Supervision 
and Human Relations is being offered 
as a correspondence course by the Na 
tional Tabulating Management Society. 

Purposes of the 24-lesson course are 
described by the Society as three-fold: 

1. To teach the supervisor now & 
do a better job in the management ot 
his department. 

2. To help the supervisor improve 
the quality of his leadership. 

3. To prepare the supervisor for 
further advancement. 

Cost of the course is $75, and a 
check or money order payable to Na 
tional Tabulating Management Society 
must accompany registration, 

Subjects covered include: 

The Challenge of Modern Superyi 
sion; The Tabulating Supervisor's 
Place in the Organization; The Tabu 
lating Supervisor as a Leader; The 
Art of Getting Along with People; 
Job Evaluation; What Makes A Sys 
tem Work; The Special Challenge to 
Tabulating Supervisors; Modern Per 
sonnel Administration; Fitting — the 
Right Worker to the Right Job; Mod 
ern Office Management; Controlling 
Influences Which Affect the Tabulating 
Supervisor; and, Interest—the Key to 
Better Human Relations. 

Also covered are: The Sources and 
Handling of Grievances; The Tabu- 
lating Supervisor as a Disciplinarian; 
The Importance of Good Instructions; 
The Importance of Good Planning; 
The Impact of Computers; The Prin- 
ciples of Work Simplification; Coop 
eration and Coordination; Report 
Writing Techniques; The Importance 
of Accurate Records; The Importance 
of Good Communications; and The 
Tabulating Supervisor as A Salesman. 

A Certificate of Merit will be 
awarded by the Society to students 
who maintain an average grade of 75 
per cent throughout the course. Stu 
dents who are members of the Na 
tional Tabulating Management Society, 
and whe receive the Certificate of 
Merit, will be eligible to take the ex- 
amination for the Associate Fellow 
ship Diploma of the Society, 

Information regarding the course 
may be obtained by writing Professor 
James Williamson, Lacey and Spruce 
Streets, Doylestown, Pa., or the Edu 
cational Committee of the Society, 
P.O. Box 536, Philadelphia, 5, Pa. 
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A Monthly Feature 


Graflex’s Catalog No. 0-30 


Tools of the Office 


Microfilm Equipment, Supply 
Cabinets. Wardrobes and Lockers 


Manufacturers’ List on Page 57 


American Microfilming 
Service Co. 
Illustration. Above. 
Model. “Kangaroo Reader.” 
Description. A reader tor use with 
16, 35, or 70 mm. microfilm. Can ac 
commodate film in strips or cut frames, 
or mounted in cards or jackets. 
Projects image on desk or wall; can 
be used in normal office light. Wall 
projection permits enlargements up to 
six feet, 
Reader is made in France, and is 
newly introduced in this country, 


Burroughs Corp. 

Illustration, Opposite page. 

Model. No, 205A “Micro-Twin.” 

Description. A combination recorder 
and reader for use with 16 mm film. 
Can record both sides of a check-size 
document at once, using full film width, 
or can record on half-film width: for 
these a 37 to 1 reduction ratio is used. 
Using a 24 to 1 ratio, can record a 
document on full width of film. Maxi 
mum width of area to be copied, 11 in. 

Film drive electrically powered; feed 
ing of documents to be photovraphed, 
either manual or by power. Using auto 
matic feed, can take 400 documents per 
minute, 

Maximum film length in one car 
tridge, 100 ft., permitting recordine of 
28,000 checks, one side, or of 14,000 
checks, both sides. 

Safety features include automatic 
stopping of machine in case of lamp 
failure and audible signals to prevent 
operation with improperly loaded film, 
Machine will not operate if lens is out 
of recording position. Feed stops should 
documents overlap. 

Reader has magnification ratios of 
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American Microfilming’s “Kangaroo 
Reader” 


24:1 and 37:1. Screen measures 8 by 11 
in. Film drive is manual. Unit can make 
prints from any filmed document with- 
out requiring dark room facilities. Film 
indexing meter provided, which can 
index up to 999 locations on a 100-foot 
roll of film, Overall dimensions: width, 
32 in.; depth, 23 in.; height, 13% in. 
This equipment manufactured by Bell 
& Howell Co. 

Price. Of the Micro-Twin _ itself, 
$1,575: of the automatic feeder, $225; 
of the stand, $75; of the work organizer, 
$25, 

Other Models. A large recorder, 
priced at $2,970, and a companion 
reader, priced at $630. These have ex- 


tra features and increased capacities. 


Diebold, Ine. 

Illustration. At \eit. 

Model. Portable “Flofilm” camera 
No, 9077. 

Description. A portable camera 
which uses 16 mm. film in magazine 
form. Magazines can be interchanged 
at any time. Camera has a fixed reduc 
tion ratio of 24 to 1. Maximum width 
of material to be copied, 11 in. 

Has motorized film drive which 
shuts itself off when end of film roll is 
reached. Drive does not operate it 
is improperly loaded. Docu 
ments fed into camera by pushing them 
into motorized rollers; rate of feed, 90 
ft. per min. Maximum length of film 
in magazine, 50 feet. 


magazine 


Camera has three controls: on/off 
button, spacer button to advance film 
for index spacing, and switch to vary 
amount of illumination within camera 
according to colors of material being 
copied, 


Dimensions: width, 13 in.; height, 
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10'% in.; depth, 544 in. Camera weighs 
20 lbs. and is equipped with a carrying 
handle. 

Price. $750, f.0.b., Norwalk, Conn. 

Other Models. Companion to this 
model is the portable reader, which 
uses 16 mm. film in either 50-ft. or 
100-ft. reels. It is manually operated. 
Has 24 to 1 magnification ratio, screen 
size of 11% in. square, and has device 
to permit projected image to be rotated 
360 degrees. Reader is 22 in. high, 
14) in. deep, and 1314 in. wide, and 
weighs 19 lbs. 

The company also manufactures sev- 
eral larger microfilming units, includ- 
ing a microfilm processor, a duplex 
camera, a reader with variable magnifi- 
cation, and a 42-in. camera for draw- 
ings and large forms. 


Eastman Kodak Co. 
Illustration, Opposite page. 
Model. 

Reader.” 
Description. A reader for use with 

card-mounted microfilm prints. Can ac 


“Kodagraph — Microprint 


commodate cards up to 84% by 14 in. in 
size, projecting images on a_ screen 
measuring 8% by 10% in. Cards car 
ried on roller like that of a typewriter. 
Operates on 115-volt AC, 

Dimensions: width, 14 in.; depth, 
22 in.; height, 17% in. An additional 
2'4 in. provided on each side for shift 
ing the roller, Weight of unit about 
that of a standard typewriter, 

Price. $300, 


Filmsort, Ine. 

Illustration, At right. 

Model. “Inspector.” 

Description, A reader designed for 
use with “unitized” microfilm mounted 
in Filmsort cards or jackets, but adapt 
able for use also with roll film by means 
of accessory attachment. Can accommo 
date 16 and 35 mm film. 
with 
25 mm and 35 mm lenses, providing 
magnification of 16 and 22 tines. Screen 


Equipped interchangeable 


Remington Rand’s No. 8 
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Burroughs’ No. 205A “Micro-Twin” 


measures I] in. square. Can make prints 
from microfilmed images. 

Film drive is manual, Unit designed 
for desk-top use and is considered port 
able. Case is of polystyrene plastic. 

Dimensions: width, 13 in.; depth, 9 
in.; height to card shelf, 15 in. 

Price. $324. 

Other Models. Two other readers, 
the “Reviewer” and the “Surveyor.” 
Both are larger, use unitized or roll 
film, have manual film drive, and have 
provisions for rotating projected image 
360 degrees. Reviewer has prism and 
enlarging easel accessory, and is design 
ed for use with radiographs. Surveyor 
has 24 by 36-in. screen for use with 
drawings, maps, etc, Prices range from 
$875 to $1,745. 

The company also manufactures the 
Flimsort jackets and cards used for 


mounting microfilm frames or strips, as 


used with the Filmsort “Inspector.” 


Hall & McChesney’s Microstrip card 
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Recordak’s No. RL “Supermatic” 
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Graflex, Inc. 
Illustration. Page 44. 
Model. Catalog No. 0-30. 


Description. A recording unit using 
35 mm. double perforated film. Rec 
ords either single or double frame (% 
by | in. or 1% by 1 in.). Reduction 
ratio, 17:1. Records one side of docu- 
ment at a time, Maximum size of area 
to be copied, 22 by 17 in. 

Film driven by pneumatic foot pump. 
Feeding of documents is manual. Maxi 
mum length of film in cartridge, 100 
feet. 

Unit equipped with counter. 

Price. $495, 


Hall & McChesney, Inc. 


Illustration. Page 45. 
Item Pictured. “Microstrip” card. 
Description. Although not actually 


an item of microfilm equipment, Mi 
crostrip is included in this section be 
cause it represents a recent application 
of microfilming techniques. 

The use microfilm 
images—that is, short strips or single 


of “unitized” 
frames of microfilm mounted in card 
or jacket holders—is familiar to the 
public, These unitized images are pro 
jected normally by means of a micro 
film reader. 


The principle of unitization has been 
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212 Fifth Avenue 


Published by Geyer Publications, 


Specialized office systems and equipment 
features attract top executive PAID sub- 


office management executives have been discovering 
OFFICE MANAGEMENT as their indispensable 
source of vital management information on office 


why management executives pay subscription fees to 
OFFICE MANAGEMENT —the only A.B.C. audited 
voluntarily paid publication edited exclusively for 


OFFICE MANAGEMENT'S executive readers wel- 
come your advertisements. They are alert to new 
procedures, and new ideas, to solve equipment and 


penetration thru this active readership. Reach these 
key executives with real purchasing authority— 


into 1954... supplies problems. 
tMarch ..... 13,005 
1May 4,053 
tJun 14,516 Start your sc 
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The Magazine for Management Executives 


Established 1877. 
publishing service in the office equipment and stationery field. 


increasing numbers, more and more 


ices, supplies and equipment. 


That's 


mecerned with office operations and 
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Your advertisement gets real 
hedule next month. 


Set copy, Ist of preceding month 
— plates, 5th of preceding 
nth. 
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New York 10, N. Y. 


Offering the most complete 
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adopted for Microstrip, but positive 
paper prints are used instead of trans- 
parencies. These are designed for 
mounting on ordinary filing cards. For 
reading, they are projected on the 
screen of a reader such as Eastman 
Kodak Co.’s “Kodagraph Microprint 
Reader” or one of the “Microcard Read 
ers” made by The Microcard Corp. 

Equipment for making Microstrip 
prints is not offered for sale. Instead, 
Hall & McChesney, Inc. offers a service 
by which the prints are made from de 
veloped microfilm negatives submitted 
by the customer. Microstrip copies are 
returned in a dispensing box. The back 
of the strip is treated with an adhesive; 
when moistened with Solox it attaches 
permanently to ordinary filing cards. 
The original microfilm is returned to 
the customer as the “security copy.” 

This method permits the filing of 
related documents in card files accord 
ing to subject matter, or in accordance 
with any practical filing system. Up to 
50 pages of records can be filed on a 
standard 3 by 5 card, Cards of any size 
may be used. 

Price. Processing charges for produc 
ing Microstrip copies trom developed 
microfilm supplied by the user are: for 
100 ft. hlm, $9.50; for the 
same length of 35 mm film, $12 


of 16 mm. 


The Microcard Corp. 

Model. No. 6A “Microcard Reader.” 

Description. A portable reader design 
ed for use with card-mounted micro 
film prints. Has f:1.5 lens and magnifi- 
cation of 20X, Is equipped with a card 
moving mechanism for convenience in 
handling cards and in locating desired 
page on a card, 

Screen, of wide-angle type, is 10 in. 
wide and can be tilted for ease in read 


ing. (See Hall & McChesney illustra 
tion on page 45.). 
Overall dimensions: height, 17!) in.; 


width, 10'% in.; depth, 12!) in. Weight, 
20 Ibs. Has handle at top to permit 
comfortable carrying. 

Price. $255. 

Other Models. Model No. 6 is similar, 
but has an [:3.5 lens and Fresnel screen; 
it is priced at $245, Nos. 5 and 5A have 
corresponding — features, that 
they have the moving 
mechanism. These are priced at $155 
and $165 respectively. 


except 


do card 


not 


Recordak Corp. 

Illustration, Page 45. 
Model. No. RL. “Supermatic.” 
Description. A recorder equipped to 
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Tools of the Office 


accommodate 16 mm and 35 mm film, 
Can record both sides of a document 
simultaneously, and can use either full 
width or half width of the film. Has 
reduction ratios of 40, 32, 25, 20, and 
18 to 1, using interchangeable lens as- 
semblies. Maximum width of area to 
be copied, 11 in. 

Film drive powered by 110-volt AC. 
Automatic feed accepts as many as 500 
3 by 5 cards per minute. Unit can ex- 
pose two rolls of film simultaneously. 
Maximum length of film handled at 
once, 200 feet. 

Safety features include provision of 
thirteen visible and/or audible alarm 
points to signal malfunctions and pre- 
vent improper operation. 

Dimensions: width, 42 in.; depth, 26 
in.; height, 52 in. 

Price. $3,300 list, including one lens 
assembly. Can be rented for $76.50 per 
month. 

Other Models. Five other recorders, 
varying in size, features, and capacity. 
Accessories include document stackers, 
endorsers, exposure controls, etc. 

The model PM reader, using 16 mm 
film, has magnification ratios of 23, 30, 
and 40 to 1. Film drive is electrical, 
projected image can be rotated 360 de- 
grees, and unit can make prints from 
microfilm images. Fifteen other models 
provide variations in size, features, and 
capacity. 


Remington Rand Ine. 

Illustration. Page 45. 

Model. No. 8 “Film-a-Record.” 

Description. A recorder for use with 
16 mm fim. Can use half width or full 
width of film as required. Records one 
side of document at a time. Reduction 
ratios, 25 and/or 40 to 1. Maximum 
width of area to be copied, 12 in. 

Film drive powered by 110-volt AC. 
Feed operated automatically or by hand. 
Rate of feed, 100 paper feet per minute. 
Maximum length of film in cartridge, 
200 feet. 

Unit provided with set of visual and 
audible alarm signals to indicate mal- 
functions and prevent improper opera- 
tion, 

Optional features include a Pitney 
Bowes feeder. 

Dimensions: width, 19% in.; length, 
19Y, in.; height, 10% in. Weight, 54 
lbs. 

Price. $1,125. 

Other Models. Several other record- 
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Atlantic Microfilm’s No. 15 


ers, varying in size, features, and capac- 
ity. Included in a line of readers is the 
model AO, which uses 16 mm. film 
and has magnification ratios of 20, 24, 
and 35 to 1. Film drive is electrical. 
Projected image can be rotated 360 de- 
grees. Unit can make prints from mi- 
crofilm images. This model priced at 
$625. Other readers vary in size, capac- 
ity, and features. 


Microfilm 


Cabinets 
Atlantic Microfilm Corp. 


Illustration. Above. 

Model. No. 15. 

Description. A five-drawer cabinet for 
16, 35, or 70 mm. film. Made of steel, 
electrically welded. Drawers mounted 
on progressive bal! bearing suspension 
slides. Each drawer partitioned to ac 
commodate four rows of film. Each 
drawer can take 100 rolls of 16 mm 
film or 68 rolls of 35 mm film. Label 
holder provided for each row of film. 

Automatic Yale locking device and 
mechanism available as optional fea- 
ture, 

Cabinet designed to serve also as 
base for microfilm reader. Available in 
grey or green finish. Hardware of 
aluminum. 

Overall dimensions: height, 40 in.; 
width, 19 in.; depth, 264% in. 

Price. $99.75 without lock, $117.50 
with lock. 

Other Model. A similar cabinet avail- 
able with seven drawers. 
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Columbia Steel's No. MF36 


Columbia Steel Equipment Co. 

Illustration. Above. 

Model. No. MF 36. 

Description. A stee\ cabinet with nine 
drawers, each containing four compart- 
ments separated by removable inserts 
to permit use of drawers for a variety 
of purposes. Each compartment 1s 

1/16 in. wide, 4-7/16 in. high, and 
in. deep inside. 

General lock available as optional fea- 
ture. Overall dimensions: height, 52% 
in.; width, 18% in.; depth, 284, in. 

Available finishes: sea green, 
Samoa beige, grey, olive green, grained 
mahogany, grained walnut. Hardware 
of solid bronze or aluminum. 

Prince. $205 list, Zone 1. 

Other Models. Three other cabinets, 
including No. MF18, with six three- 
compartment drawers, No. MF24, with 
six four-compartment drawers, and No. 
MF27 with 
drawers. Cabinets with three-compart- 


mist 


nine three c ompartment 


ment drawers are 14% in. wide overall. 


Corry-Jamestown Mfg. Corp. 
Illustration. Page 48. 
Model. No. 8A414 “Steel Age.” 
Description. Constructed of stee] with 
ladder-type front frame and six vertical 
reinforcements. Has nine drawers, each 
containing four compartments measur 
ing 4% by 4-3/16 by 26 in, Each com- 
partment has own positive compressor, 
Total capacity, 900 cartons of 16 mm. 
film or more than 500 cartons of 35 
mm. film. Drawers mounted on full 
progressive suspension. Label holder 
provided for each compartment. Thumb 
latch integral with each drawer pull. 


47 


Sar See ae he. | re a, el ogy RU NE Siggy So ee + er Peet) ae! Fy ET aie 
oa a = . aS as = ee gs . ae ! ee ae ao: 7, ae te cy ane Jey 3 pie ; i ‘ 
7 oe | Ae 
a ad ne mae 
io 
ery 
; F ihre Ae Fe . ae ; ‘ if 
+ ts : oH! x _— ie = oy ala a 
> a) anata 4 og » % ae 4 “. 4 Pe f 
Fy | ASS gate! ¥ “as ‘ Fh ado 
“iy ee" > "% Sie cok b eer 
ls sear =a ; . a ee el 
2 este oe a . Shae 
: Me ee fy ly : Wag 
vt i se ay : ; 4 ge 
é hy ttle ot ie : 6 -_ ROT 
Ay AG et. ies ee el oN 
; ae ee pa Pp — Oe ne a 
ae. Se : age i. aan 
y / * ee wis ie os > are 
——- - fy 
t — oy =, a RA, 7 ee a ' har, $ 
Re ve ah i . ie | 4 i 
* < ee a hae a P Ps ee 
£ a \ - pref aes 
ae ye a 
. eee a ae 6 | 
“te Bees ‘ : mis ; ars ‘ + 
z ° .Em ae i ya 
ae re # : 7. en . “ie re til 
zB pane eee ii |. Re. ag 
seed a er 
7 ; 
inne 
halle 
ae be 
7 ae 
_ 
oe - 
wea ae 
po ‘e : iF aie 
ENE we 
gh 
rf Ven 
ae | 
» - we 
| 
‘ ; 
Bo 
ol | 
rhe | 
Neo te ce 
| Let 
a 
 - 
ee 
es 
Bvt 
fie oe. 
eo 
See 
A ete 
SS a 
ere @ 
Seat: 
i pe eS 
‘y rs _ es ee oe. en ee ' Se ee ere ees By eae : Ae mi. = as 
VSS «Re ae i 5 a y is qos ee wees ee es. a Me , ae i ‘idk oem oe i a 4 


Corry-Jamestown’s No. 8A414 


Locking arrangement optional. 
Where provided, it has lock bar activ- 
ated by plunger lock. 

Finishes available: bonded synthetic 
lacquer and/or enamel, in grey, olive 
green, mist green, desert sage, walnut, 
mahogany, and blond walnut. Hard- 
ware: satin finish, die-cast zinc. 

Overall dimensions: height, 51% in.; 
width, 20% in.; depth, 28% in, 

Price. $169, list, Zone 1, without lock; 
$189.50 with lock. Model with lock 
identified as No, 8A414-L. 


The General Fireproofing Co. 
Model, No, 3555X “Super-Carder.” 
Description. A steel cabinet with five 

drawers, each containing six compart 

ments 4'% im, wide, 4% in. high, and 

23-3/16 in, deep. Each drawer can hold 

132 film cartons. Drawers mounted on 

ball bearing progressive suspension. 

Drawer 


pulls designed to cause 


drawer to at light upward or 
downward movement otf pull; there is 


no thumb latch. 


open 


is of 
general lock type, locking all drawers. 
Overall dimensions: height, 36-9/16 
in.; width, 26-1/16 in.; depth, 30% in. 
Finishes available: oven baked ena 


Optional locking arrangement 


mel in grey or green, Mahogany, wal 
nut, and other colors available at extra 
charge. Hardware: anodized — satin 
aluminum. 


Price. $303.25, list. Zone 1. 


LeFebure Corp. 

Illustration. At left. 

Model. No. 7609-10, 

Description. A steel cabinet with ten 
“liftout” drawers. The drawers ride, 
in pairs, on pullout shelves mounted 
on progressive roller bearing suspen- 


a) 
ty 


Recordak’s Six Drawer Film File 


OFFICE 


Tools of the Office 


sions and may be easily lifted out with- 
out having to release a trigger or other 
mechanism. 

Drawers measure 4-9/16 in. high, 
9% in. wide, and 26-1/16 in. deep in- 
side. Capacity, 50 rolls of film per 
drawer. 

Paracentric keyed general lock avail 
able at extra charge. Cabinet can be 
fitted with casters to permit easy move 
ment. Can serve also as stand for mt 
crofilm reader. 

Finishes available: baked enamel in 
grey or olive green. Hardware: satin 
chrome. 

Overall dimensions: height, 33% 1n.; 
width, 22% in.; depth, 28% in. 

Price. Prices range trom $114.75 to 
$217.60 depending on size and features. 

Other Models, No. 7609-16 is similar 
but has sixteen drawers, riding on eight 
pull-out shelves. The line also includes 
models with insulation. 


Recordak Corp. 

Illustration. Below. 

Model. Six Drawer Film File. 

Description, A steel cabinet with six 
drawers, cach of which contains tour 
dimen- 


Inside drawer 


3 


compartments, 
72 


sions: width, 17% in.; depth, 27% in.; 
height, 4 in. Each compartment has its 
own channe! lever compressor. Draw 
ers ride on progressive ball bearing sus 
pensions. 

Total film capacity, 600 rolls of 16 
mm film or 384 rolls of 35 mm film. 

Cabinet equipped with plunger lock 
and key. Special top slides forward 
eight inches, and each side of top has 
a sliding extension shelf; each shelf can 
be pulled out to provide 14 in. of work- 
ing space on cither side of cabinet. 
Shelves are 20 in. deep. 

Cabinet can also be used as stand for 
microfilm reader, 

Overall dimensions: height, 36. in.; 
width, 20 in.; depth, 28 in. 

Finish: grey with brushed chrome 
hardware. 

Price. $157.50, f.0.b. Avenel, N. J. 

Other Models. Other models with 9 
and 10 drawers, priced from $182 to 
$258, depending on model and delivery 
point. 


Remington Rand Ine. 
Model, No. 26159. 
Description. A steel cabinet with nine 

drawers, each having five compart 

ments. 


The compartments measure 
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OTIS (ia 
LOCK-R-RACKS (= 


FASHIONED TO 8 
FIT EVERY 


WARDROBE AND 
STORAGE NEED 
ECONOMICALLY 


LOCK-R-RACKS 
ARE EQUIPPED WITH 
LOUVER DOOR, LOCK 
AND KEY OR HASP 


Efficiency-plus is the key-note of Otis Lock-R- 
Racks. Basic units can be assembled in 
hundreds of ways to meet specific require- 
ments for safe, efficient, economical storage. 
Can be used individually, arranged side by 
side, or stacked. Ideal for office, factory, 
schools, waiting room, nursery, playroom, 
hundreds of other uses (note illustrations). 


Partially pre-assembled at the factory, with 
tamper-proof dry rivets; ventilated front and 
back. Heavy industrial gauge steel with 
baked enamel finish. Flat key lock available 
if desired. 


Write for the name of your local Otis dealer and 
new complete catalogue. Attention dealers and 
distributors: some valuable territories ore still open! 
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STEEL PRODUCTS CORPORATION 
ELLICOTTVILLE, N. Y. 
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Yawman & Erbe’s No. 3936R 


4'% by 45/16 by 26% in. Total film 
capacity, 1125 100-ft. rolls of 16 mm 
film. 

Cabinet has central lock controlling 
all drawers. Extra drawer at bottom 
contains humidity control chemicals to 
keep relative humidity inside cabinet 
at about 51 per cent. 

Overall dimensions: height, 58-5/16 
in.; width, 24% in.; depth, 28 in. 

Finish: grey, with aluminum hard- 
“= 

Price. $302.35, 

Other Models. Cabinets of different 
sizes and capacities: one with 10 draw- 
ers, another with | chemical and 4 film 
drawers, and a third with 1 


The last 


storaye 
chemical and 5 film drawers. 
two are desk height cabinets. 


Security Steel Equipment Corp. 


Illustration, Page 48. 
Model. No. 8610. 


Art Steel's No. F1600 


; Soe 


All-Steel’s No. 3487 


Description. A steel cabinet, spot 
welded throughout. Has 10 drawers, 
each with four compartments measur- 
ing 4-5/16 in. in width, 4-11/32 in, in 
height, and 26% in. in depth. Drawers 
ride on ball bearing progressive suspen 
sions. Each channel has a positive-lock 
compressor. 

Total capacity, 1,055 clear filing inch- 
es. Interior construction designed to 
permit free air circulation in and around 
drawers. 

Optional look is of general type with 
plunger, controlling all drawers. 

Overall dimensions: height, 52 in.; 
width, 20 in.; depth, 284% in. 

Finishes available: grey, green, sand 
tone, sea tone, mahogany, walnut, and 
bleached walnut. Hardware: bronze or 
aluminum. 

Price, $198, list, Zone 1. 

Other Model. No. 8609 is similar bu’ 
has nine drawers. It is of same external 
size as No, 8610 and can be expanded 
to ten-drawer capacity. 

Yawman & Erbe Mfg. Co. 

Illustration. Above. 

Model. No. 8936R. 

Description. A 
nine drawers 


steel cabinet with 
Each drawer has four 
compartments 4-11/32 in. wide, 4% in. 
high, and 264% in, deep. Each drawer 
100 16 mm. or 68 


Drawers are mounted 


can accommodate 
35 mm. reels. 
on progressive suspensions. 

This model available, as No. 8936RL, 
with lock at top of case controlling all 
file drawers. 

Cabinet equipped with “Humidi- 
guide” to control humidity within 
cabinet. Special drawer provided in 
bottom contains “Humidibrick,” which 


OFFICE MANAGEMENT 


Akro-Mils’ No, J-32 


when moistened with water, supplies 
required humidity. 
Overall dimensions: height, 50% in.; 
width, 20 in.; depth, 28 in. 
Finishes: grey or olive green. 
ware: 
Price. 


Hard 
satin chrome, 

$191.25 without lock, $208.25 
with lock. These are Zone | prices. 


Supply 
Cabinets 
Akro-Mils, Inc. 


Illustration. Above. 

Model. No. J-32. 

Description. A small parts cabinet 
with a steel case and 32 transparent 
plastic drawers, permitting view of con- 
tents. Drawers are 2% in. in width, 
1-7/16 in. in height, and 57% in, in 
length. Movable dividers permit sub 
division of each drawer into two or 
three compartments either lengthwise 
Drawers have safety 
catches, labels supplied for each draw- 
er; drawers have index slots. 

Cabinet rests on 
may be hung from wall. 


or crosswise. 


rubber feet, but 
Cabinet has 
baked-on hammertone silver-grey finish. 

Price. $12.95, 

Other Models. A wide variety of 
similar cabinets with from 8 to 128 
transparent plastic drawers. Also, a 
variety of cabinets in which plastic 
drawers are combined in various num- 
bers with steel drawers of various sizes. 
In addition, a line of portable cabinets, 
and cabinets with aluminum drawers. 


All-Steel Equipment Inc. 
lilustration. Above. 
Model. No. 3487. 
Description. A two-door cabinet of 
steel, with full % by % by '% steel 


September, 1954 


a *; a ae fl ~ = Sie or 7 a Dee san 7 ee ed iF ica Pee oe. log fee Bo >. - ee ‘ ry 5 = oe " ais 
wx th ste EOP wd 
928 3S gL | , ~ ane , 
[ ; eet A {| F : 2 ; ="? 1 Gore | weer? wire, 
\ feat a 4 . : ' “oy Vv on? h) 
4 * srny et es’ q ig Be ela ~ i. ~ T r —— 
| io yg | ie pid Lh a a 
‘ 3 “4 a a ay ! : Aaa NT 
¥ — bigs J ; . . ( 7 yers Thiet is vie 
a if ————______F 5 oe wie so ee = od fog) 
4 a yi wt j 5 - V ie | 
an, Ee ' | Bey bf» eres) 
El it C wv. {t= = 
| — oe lUC«*i BAL) 
pee oa . { PRomMRCEEE cue { a O78} 9 ee! P 
Hs mm. | — es ais ~ " ; Pita . 
| ac i eet oe a’ 
~ z hea) — + : i maracas : . te re 
: i ee i ¥ r 
3 = _ byt oY) if ‘ ae 
a ein. t <r 3 
_. ee Sy wr 
. ee 
be 
2 { ra ‘ d 
s —— 
" ne, ee 7 
oes a = 
oa, 
Pts 
| > 
: | 7 == 
ig 50 eC PY 
~y a an oa ce a pen : cs See tee ; i _ as Bt i . es i ts Pore Rest ci ee cs 
wie us 7 ~ i al a. reales gi es ig mee a a ee: sins = “de Ss bas. = ; ts. are 
i rg a a He ee bane iz - ; — 3 =” ay y ue : ' cs ees ps gate: : om a —_ real he: r mee 
| ne 7. ee Co) ae let Pa 


Corry-Jamestown’s No. 3618-C 


angle uprights and 16 gauge channel 
cross members at top and bottom riv- 
eted with flush 
Panel sides and back strengthened at 
top and bottom with %-in. flange. 
Doors of 20 gauge 
with center panels. 


to uprights rivets. 


steel, reinferced 

Cabinet has four shelves, adjustable 
on 1'4-in. centers without use of tools. 
Additional shelves can be added, Doors 
latch at top, center, and bottom. Lock 
is of disk tumbler, grooved key type. 

Overall dimensions: height, 78 in.; 
width, 36 in.; depth, 18 in. 

Finishes available: baked enamel in 
green or dawn grey. Other colors avail- 
able. Hardware: chrome, 

Other Models. A \ine of cabinets 
varying in size and style. 


Art Steel Sales Co. 
Illustration. Opposite page. 
Model. No, F1600 

‘Storager.’” 

Description. A counter-high cabinet 
of welded steel construction. Equipped 


“Steelmaster 


with two fixed shelves. Interior dimen- 
sions: height, 33 in.; width, 23 in.; 
depth, 151% in. 

Cabinet is of two-door type. As 
shown, it is equipped with a lock; 
paracentric vending machine lock used. 

Overall height of cabinet, 36% in.; 
width, 24 in.; depth, 16 in. 

Finishes: green or grey. Hardware: 
plated. ’ 

Price. $32.95. Zone 1. 

Other Models. The line includes 28 
different styles, some with drawers 
(from 6 to 30) in addition to adjust- 
All units 
are 36% in. high and 16 in. deep, so 
they may be used in counter installa- 
tions; linoleum counter tops available. 


able shelf storage sections, 


September, 1954 


Dolin Metal’s No. 4210 


Cole Steel Equipment Co., Inc. 

Illustration. Above, right. 

Model. No. 349L. 

Description. A steel cabinet with two 
adjustable shelves. Extra shelves avail 
able. Cabinet has two doors, equipped 
with a two-way locking device. 

Overall height, 37, 
in.; width, 30% in.; depth, 17 in. 

Finishes: 


dimensions: 


baked enamel in grey or 
Grained walnut, mahog- 
any, or knotty pine, $12.50 extra. 
Price. $45, 
Other Models. 
wall, 


olive green. 


A line of cabinets in 
desk, and 
heights, some with drawers, some with 


standard, counter 


one door, some with two doors. Some 
consist of two units—a lower cabinet 
with either shelving or drawers, and an 
upper unit containing open shelving; 
upper shelves may be either narrow o1 
full depth. 


Corry-Jamestown Mfg. Corp. 
Illustration. Above. 
Model. No. 3618-C “Steel Age.” 
Description. A cabinet of steel con 
struction, spot-welded, built completely 
assembled. Has four adjustable shelves. 
Inside storage 
height, 71'4 in.; width, 32% in.; depth, 
16% in. 


dimensions of space: 


Cabinet has two doors. Locking ar 
rangement consists of paracentric key 
lock in one door handle with lock bars 
to secure door at top and bottom, 

Overall dimensions: height, 78 in.; 
width, 36 in.; depth, 18 1/16 in. 

Finishes: grey, olive green, desert 
sage, mist green, walnut, mahogany, 
blond walnut. Hardware: satin finish, 
die-cast aluminum, 

Price. From $80 to 
(Zone 1). 


$98.50, list 
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Cole Steel's No. 349L 


Dolin Metal Products, Inc. 

Illustration. Above. 

Model. No. 4210. 

Description. A stee\ cabinet with two 
adjustable shelves and two drawers. 
Inside measurements of drawers: width, 
12 in.; height, 4 in.; depth, 164% in. 
Drawers can be locked. 

Cabinet has two doors, locked by 
means of two-point paracentric locking 
device. 

Overall dimensions: height, 42 in.; 
width, 30 in.; depth, 18 in. 

Finishes: baked enamel in green or 
grey. Hardware: chrome plated. 

Price. $49.95. 

Other Models, No. 4220, a one-door 
model, same height, but narrower, has 
one locking drawer; priced at $41.50. 
Also, model with open shelving. 


Equipto Division, 
Aurora Equipment Co. 
Illustration, Page 52, 
Model. No. 11. 
Description. A stee\ cabinet designed 
Has eigh- 


teen drawers in three tiers, each drawer 


for storage of small items, 


measuring 5% in. in width, 3% in, in 
height, and 11 in, in depth. Each 
drawer equipped with handle, label 
holder, and two removable dividers, ad- 
Each divider 
has label holder. Lengthwise and ad- 
ditional available. 

Cabinets designed to permit stacking 


justable on 1|-in. centers. 


crosswise dividers 
one above another, Finish: olive green. 
width, 34 in.; 
height, 13% in.; depth, 12 in, 
Price. $23.35, f.0.b., Aurora, Il. 
Other Models. A wide variety, with 
from two to 132 drawers. 


Overall dimensions: 
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Jayem’s 


General Fireproofing’s No. 425 SC 


No. M220 “Space Saver” 


The General Fireproofing Co. 


Illustration. At left. 
Model. No. 425 SC. 
Description. A _ steel cabinet with 


fully paneled backs and sides. Equipped 
with four shelves adjustable at one-inch 
intervals. Interior dimensions of stor- 
age space: height, 69 7/16 in.; width, 
33% in.; depth 24% in. 

Cabinet has two doors. Lock en- 
closed in door handle; doors lock at 
top, bottom, and center. 

Overall dimensions: height, 78 in.; 
width, 36 in.; depth, 25% in. 

Finishes: oven baked enamel in grey, 
green, mahogany, or walnut. Hard- 
ware: dull chrome steel. 

Price. $101, list, Zone 1. 

Other Models. A total of seven in the 
line, varying in size and capacity. 


The Interior Steel Equipment Co, 

Illustration. Below. 

Model. No. 1135. 

Description. A counter-high storage 
cabinet of steel, welded. Has three ad- 
justable shelves. 

Unit has two doors with three-point 
locking device; lock built into door 
handle. 

Overall dimensions: height, 42 in.; 
width, 36 in.; depth, either 18 or 24 in. 

Finishes: grey or olive green. 

Other Models. A \ine of 78-in. cabi- 
nets, including storage and combina- 
tion storage and wardrobe models. 


Jayem Sales Corp. 

Illustration. At \ett. 

Model. No, M220 “Space Saver.” 

Description, A steel cabinet with six 
drawers and a_ file compartment. 
Drawers are 11% in. wide, 10 in. deep, 
and 3 in. high. File compartment is 
at top of cabinet, and is reached by 
opening hinged top. Top can be locked, 
File folders (A to Z) supplied with 
unit, 

Overall dimensions: height, 30 in.; 
width, 124% in.; depth, 10 in. 


Finishes: green, grey, or brown ham- 


Equipto-Aurora’s No. 11 


OFFICE 


ae. ee 


Tools of the Office 


mertone. Hardware: nickel. 
Price. $8.40; with casters, $1 extra. 
Other Models. A number of units of 
similar size with various combinations 
of drawers, shelving space, and file com- 
partments. 


Keystone Steel Equip. Co., Inc. 

Illustration. Page 53. 

Model. No. 78-SD. 

Description. A steel cabinet, welded, 
and shipped completely set up. Has 
four shelves, adjustable on two-inch 
centers. Inside base area of storage 
space: width, 34% in.; depth, 15 in. 

Cabinet has two - sliding 
Double bitted lock optional. 


doors. 


Overall dimensions: height, 78 in.; 
width, 35 in.; depth, 18 in. 

Finishes: grey or green, Hardware: 
satin chrome. 

Other Models. A variety of cabinets, 
available in 72-in., 52-in., and 42-in. 
heights, alsc in 24-in. depth. 


Marvel Metal Products Co. 
Illustration, Page 53. 
Construction, A steel cabinet with 

five shelves, the lowest of which is ad- 

justable to any of three positions. 
Cabinet has two doors; each door 
equipped on inside with hooks and 


shallow small 


shelves for storage of 
items. 

Finish: enamel in grey, with chrome 
strips. Hardware: chrome. 

Base of cabinet recessed to provide 
“toe-space” area. 

Overall dimensions: height, 66 in.; 
width, 28 in.; depth, 14 in. 


Price. About $29.95. 


Parker Steel Products, Inc. 
Illustration, Page 53. 
Model. No. 42SL. 


Description. A_ steel cabinet, elec 


Interior Steel’s No. 1135 
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Parker Steel’s No. 42SL 


Overall dimensions: height, 36 in.; 
width, 42 in.; depth, 18 in. 

This model available for either stor- 
age or wardrobe use. 

Finishes: baked enamel in grey, 
green, or brown. 

Other Models. A variety of cabinets 
of various sizes and capacities, includ- 
ing storage cabinets, wardrobes, and 
combination units. 

Keystone Steel’s No. 78-SD ee a ee 
: ‘ ae Royal Metal Mfg. Co. 
Model. No. 1070. 
trically welded, with sliding doors, Description, <A_ steel cabinet with 
shipped set up. Has adjustable shelves. | Bonderized finish. Has rounded cor- Overall dimensions: height, 78 in.; 

Has two sliding doors, operating on ners and edges, concealed hinges. width, 36 in.; depth, 18 in. Model 

roller bearings. Locks available at ex Cabinet equipped with two doors, 


Has five shelves, adjustable at two- 
inch intervals, 


No. 1071 is similar, except that it is 
tra charge. with three-way built-in locking device. 24 in. deep. 


ve Gi CP INICE VALET 


Whatever your wardrobe or “‘locker"’ require- 
ments, these new modern units will fit your 
needs efficiently — will save floor space, keep 
“wraps” aired, dry and in press; come in 
sizes, types and finishes to fit in any avail- 
able space, to provide any desired capacity. 
All are smartly designed, sturdily built of 

welded furniture steel; stand 

rigidly—never sag or wobble. 


Come 4 and see these modern 
} racks that are part of up-to- 
oR eae I , = date offices; that ‘‘end locker- 
; \ | room evils’ in factories; that 
f j : ie ! Ss: are standard furnishings in 
} ee) } pre: 7 modern schools, church- 
Y 4 . . | es, institutions, public 

a fo i / ; 


‘1 buildings, restaurants 


THEUNTED AY Ce ec 


Write for Catalog Fi-4 


VOGEL- PETERSON CO. 


“The Coat Rack People” 
1121 West 37th Street . CHICAGO 9, ILL. 
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No. : 


Star Steel's No. 4ST 


Tools of the Office 


Finishes: 
grey. 


Other Models. A \ine of single- and 
double-door models, varying in size 


and capacity. 
wardrobe and storage cabinets. 


Star Steel Equipment Co., Inc. 

Illustration. At \eft. 

Model. No. 4ST. 

Description. A cabinet of heavy 
gauge stecl, with four adjustable 
shelves. Area of each shelf: width, 
35% in.; depth, 17 in, 

Cabinet has two doors with three- 
way locking arrangement. Paracentric 
Yale lock with two keys supplied. 

Overall dimensions: height, 72 in.; 
width, 36 in.; depth, 18 in. 

Finishes: baked enamel in grey or 
dark green. Hardware, chrome. 

Other Models. A similar cabinet 24 
in. deep. Also a single-door model. 


Steel Service Mfg. Co. 

Illustration. Page 57. 

Model. “Steel-Pride” cabinet. 

Description. A steel cabinet of “Jet- 
Lok” construction, in which the front, 
sides, and back slide together, forming 
“U-turn” interlocking joints along the 
entire length of each member. Cabinet 
has locking system with paracentric 
lock built into door handle, locking at 
three places by means of cam and rods. 
Model shown has two doors. 

Finishes: grey or forest green. 

Other Models. Cabinets of file height, 
desk height, and full height, with single 
or double doors. 
robes. 


Also a line of ward- 


Supreme Steel Products, Inc. 

Illustration, At left. 

Model. No. 1000. 

Description. A cabinet of reinforced 
steel; tops and sides of 26 gauge, backs 
and doors of 24 gauge, bottom and in- 
terior shelves of 22 gauge, and door 
frames of 20 gauge. 

Has four adjustable shelves. 
shelves available. 


Extra 
Cabinet has two 
doors, equipped with paracentric, three 
way lock. 

Overall dimensions: height, 72 in.; 
width, 36 in.; depth, 18 in. 

Finishes: baked enamel in grey or 
olive green. Hardware: chromium. 

Price. $48. list. 

Other Models, A line of other cabi- 
nets, including storage, wardrobe, and 


Plastelle, Bonderized, in 


Also two combination 


OFFICE MANAGEMENT 


wardrobe 


combination 
models. 


storage and 


Wardrobes 
and Lockers 


All-Steel Equipment Ine. 

Illustration. At left. 

Model. No, 3489. 

Description. A cabinet of steel with 
full % by % by %-in. steel angle up- 
rights and 16 gauge channel cross 
members at top and bottom, riveted to 
uprights with flush rivets. Panel sides 
and back strengthened at top and bot- 
tom with %4-in. flange. Doors of 20 
gauge steel, reinforced with 
panel, 

Storage facilities: full width hat 
shelf, coat hanger rod, and four hooks. 

Cabinet has two doors, locked by 
disk tumbler, key type lock, latching 
at top, center, and bottom. 

Overall dimensions: height, 78 in.; 
width, 36 in.; depth, 18 in. 

Finishes: baked enamel in green or 
dawn grey. 


center 


Other colors available on 
special order. Hardware: chrome. 

Other Models. A variety of other 
lockers and wardrobes. 


Cole Steel Equipment Co., Ine. 

Illustration. Page 55. 

Model. No. 76R. 

Description. A steel cabinet, equip- 
ped with a hat shelf and a chrome coat 
rod. 

Cabinet has two doors, with a two- 
way locking device controlled by a para- 
centric lock, 

Overall dimensions: height, 76 in.; 
width, 36 in.; depth, 184% in. 

Finishes: grey or olive green. 

Price. $59.95. 

Other Models. This cabinet available 
as a combination wardrobe and stor- 
age cabinet (No. 76C). The company 
also manufactures a line of single, 
double, and triple lockers. 


Equipte Division, 
Aurora Equipment Co. 
Illustration. Page 55. 
Model. No, 121266. 
Description. A locker-type cabinet 
made of cold rolled furniture steel. De- 
Has hat 
shelf and standard interior hardware. 
Interior dimensions: height, 60 in.; 
width, 12 in.; depth, 12 in. 


signed to serve one person. 
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Interior Steel’s Model D 


Has single door and locking arrange- 
ment consisting of four independent 
latches, these controlled by recessed 
latch bar. Door can be pre-locked. Can 
be fitted with flat key or combination 
lock. 

Overall dimensions: height, 66 in.; 
width, 12 in.; depth, 12 in. 

Finishes: baked enamel in 
Other colors available. 

Price. $14.90, f.0.b., Aurora, Il. 

Other Models. Other lockers avail- 
able in various sizes, some serving as 


grey. 


many as four persons. 


The General Fireproofing Co. 

Iilustration. Above. 

Model. No. 425-WR, 

Description. A steel cabinet with full 
paneled backs and sides. Has two 
doors. Lock is part of handle. Doors 
lock at top, bottom, and center. 

Storage features: full width hat shelf 
and coat rod adjustable at one-inch in- 
tervals. Interior dimensions: height, 
69-7/16 in.; width, 334% in.; depth, 
24% in. 

Overall dimensions: height, 78 in.; 
width, 36 in.; depth, 254 in. 

Finishes: oven baked enamel iff grey, 
green, mahogany, or walnut. 

Price. $92.25, list, Zone 1. 

Other Models. A total of five models. 
varying in size and features. 


The Interior Steel Equipment Co. 


Above. 
Model D. 


Illustration. 
Mode l. 


September, 1954 


General Fireproofing’s No. 425-WR 

Description. A steel locker-type unit 
designed to serve two persons. Consists 
of two lockers, one above the other. 
Each has wall and ceiling hooks, 

Has two doors, one for each portion 
of cabinet. Handles have provisions for 
accommodating padlocks. Has 
point locking device. 

Overall two heights 
available, 60 or 72 in.; available widths: 
9, 12, and 15 in.; available depths: 12, 
15, and 18 in. 

Finishes: olive green, grey, and tan. 
Other colors available. 

Other Models. A \ine of single tier 
lockers, box lockers, wardrobe lockers, 
and others. 


two 


dimensions: 


Keystone Steel Equip. Co., Ine. 

Illustration. Page 56. 

Model. No. 7218CW., 

Description. A combination ward 
robe and storage cabinet, made of steel, 
welded; cabinet is shipped set up. 

Cabinet has two doors, which open 
individually to permit access to either 
section. Has built-in three-point lock 
ing device. 

Storage facilities: a shelf running 
full width of cabinet; in storage sex 
tion, four shelves, adjustable on two 
inch centers; in wardrobe section, a 
coat rod. 

Overall dimensions: height, 72 in.; 
width, 35 in.; depth, 18 in. Also avail 
able in 78-in. height and/or in 24-in. 
depth. 

Finishes: baked enamel in grey or 


green. Hardware: chromium. 


OFFICE MANAGEMENT 


121266 


Cole Steel's No. 7OR 
Other 


wardrobe cabinets in varying sizes and 


Models. One- and two-door 


capacities, 


Otis Steel Products, Inc. 
Illustration. Page 56. 
Model. “\Lock-R-Rack.” 
Description. <A unit 


consisting of a set of individual lockers, 


' 
combination 


55 
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Tools of the Office 


Royal Metal's No. 1074 


Speeitors + 


Star Steel’s No. 1 WA 


Units made of sheet steel, cold rolled 
assembled with rivets, and designed to 
be tamper-proof. 
ated. 


Lockers are ventil- 


As shown, model consists of 15 single 
units, each measuring 10 by 10 by 18 
in., arranged in the form of an upside- 
down “U.”” Coat rod suspended be- 
tween two vertical groups of lockers. 
Lockers can be arranged in various 
combinations, 

Can be equipped with hasps for pad- 
locks or with flat-key type locks. 

Finishes: Baked enamel in green 
with tan doors. 

Price. $3.50 per unit, list, equipped 
with hasp-type locking device. 


Royal Metal Mfg. Co. 

Illustration. At left, 

Model. No. 1074. 

Description. A combination ward- 
robe and storage cabinet, constructed of 
steel with Bonderized finish. All cor- 
ners and edges rounded. Designed to 
serve three persons, and to accommo- 
date office supplies. 

Cabinet has two doors, with three- 
way, built-in locking device. Lock built 
into handle. 

Storage facilities: a full-width shelf 
across the top; in the wardrobe section 
at left, a coat rod; in the storage sec- 
tion at right, five shelves, adjustable at 
two-inch intervals. Inside dimensions: 
height, 73 in.; width, 35'4 in.; depth, 
16 in. 

Overall dimensions: height, 78 in.; 
width, 36 in.; depth, 18 in. 

Finishes: Plastelle, Bonderized, in 
grey. Hardware: satin chrome plated 
brass. 

Price. $74.85, list, 


OFFICE MANAGEMENT 


Other Models. No. 1075 is similar 
but it is 24 in. deep. Single and double 
wardrobe cabinets, Nos. 1077, 1072, 
and 1073. 


Star Steel Equipment Co., Inc. 

Illustration. At left. 

Model. No. 1 WA. 

Description, A steel) cabinet designed 
to serve ten persons. Has two doors, 
equipped with three-way paracentric 
locking arrangement. Equipped with 
Yale lock; two keys supplied. 

Storage facilities: full width hat shelf * 
and coat rod. Inside dimensions: 
height, 68 in.; width, 35% in.; depth, 

17 in. 

Overall dimensions: height, 72 in.; 
width, 36 ia.; depth, 18 in. 

Finishes: baked enamel in grey or 
dark green. Hardware: chrome. 

Other Models. A similar cabinet 24 
in. deep; also a single-door model. 


Supreme Steel Products Inc. 

Illustration. Page 57. 

Model. No. 282 “Clothesmaster.” 

Description. A unit consisting of 
three individual lockers, made of steel, 
electrically welded. Each unit has own 
door, with handle designed to accom- 
modate padlock. 

Each locker has hat shelf and three 
single-prong coat hooks, Overall di- 
mensions, each section: height, 72 in.; 
width, 12 in.; depth, 18 in. 

Finishes: baked enamel in green or 
grey. 

Other Models. Two lines of “Clothes- 
masters,” one for the office, one for the 
factory, Each model consists of three 
individual lockers. Factory models 
have louvers whereas office models do 
not. Models available in various heights 
and depths, with or without legs. 


Vogel-Peterson Co. 

Model. No. 6-12 “Lockerette.” 

Description, A combination unit, of 
steel, consisting of 12 small individual 
compartments arranged in two six-tier 
sections, with racks and shelving inter- 
connecting the two sections to provide 
space for coats, hats, overshoes, etc. 
Designed to serve twelve persons. 

Each individual unit has own door, 
with provisions for accommodating a 
padlock on each. Each door louvered 
to permit ventilation. Inside dimen- 
sions, each unit: height, 12 in.; width, 
12 in.; depth, 15 in. Three hat shelves 
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provided between two main sections; 
lowest of these supports twelve hangers. 
Overshoe shelf also provided. Front 
legs adjustable. 

Overall dimensions: height, 78 in.; 
width, 72 in.; depth, 15 in. 

Finishes: baked enamel 
or brown. Hardware: 


in grey, 
green, zinc- 
plated. 
Price. $86, Zone 1. 
Other Models. Several similar models, 


varying in size and capacity. 


Manufacturer’s List 


Microfilm Equipment 


American Microfilming Service Co. 
412 Temple St., New Haven, Conn. 
Atlantic Microfilm Corp. 
41 Union Square West, New York 3. 
Burroughs Corp. 
6071 Second Ave., Detroit 32. 
Columbia Steel Equipment Co, 
Lincoln-Liberty Bldg., Philadelphia 7 
Corry-Jamestown Mfg. Corp. 
Corry, Pa. 
Diebold, Inc. 
2011 Mulberry Rd., Canton 2, Ohio. 
Eastman Kodak Co. 
343 State St., Rochester 4, N. Y. 
Filmsort, Inc. 
50 S. Pear! St., Pearl River, N. Y. 
General Fireproofing Co., The 
Youngstown 1, Ohio. 
Graflex Inc. 
154 Clarissa St., Rochester, N. Y. 
Graphic Microfilm Corp. 
112 Liberty St., New York 7. 
Griscombe Corp. 
23 Beekman St., New York. 
Hall & McChesney, Inc. 
1233 Oswego Blvd., Syracuse, N. Y. 
Le Febure Corp. 
716 Oakland 
Rapids, lowa, 
Micro Record Corp. 
225 W. 28th St., New York 1. 
Microcard Corp., The 
Box 314, LaCrosse, Wisc. 
Microfilm Corp. 
527 Fifth Ave., New York 17. 
Microfilming Corp. of America 


Rd., N.E., Cedar 


11 E. Pleasant Ave., Maywood, N. J. 


National Box & Can Co., The 
4131 Broadway, Cleveland 27. 
Peerless Stee] Equipment Co. 


Unruh & Hasbrook Aves., Phila. 11. 


Philadelphia Air Transport Co. 


Patco & Ridge Aves., Norristown, Pa. 


Recordak Corp. 

444 Madison Ave., New York 22. 
Remington Rand Inc. 
315 Fourth Ave., New York 10. 
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Steel Service’s “Steel-Pride” 


Security Steel Equipment Corp. 


50 Manhattan Ave., Avenel, N. J. 


Steel Furniture Mig. Co. 


15531 Arrow Baldwin 


Park, Calif. 


Highway, 


Vita Specialties Co., Inc, 


693 Broadway, New York 12. 


Yawman & Erbe Mfg. Co. 


1045 Jay St., Rochester 3, N. Y. 


York Microstat Corp. 


655 Madison Ave., New York 
Supply Cabinets 


Akro-Mils, Inc. 

$26 E. Market St., Akron 9, Ohio. 
All-Steel Equipment Inc. 

Aurora, Ill. 
Art Steel Sales Co. 

170 W. 233rd St., New York 63. 
Berger Mig. Div., Republic Steel Corp. 

1038 Belden Ave., N.E., 

Canton 5, Ohio. 
Cardinal Sales, Inc. 

5631 W. Madison St., Chicago 44. 
Challenger Steel Products Corp. 

350 Morgan Ave., Brooklyn 11, N. Y. 
Cole Stee] Equipment Co., Inc. 

285 Madison Ave., New York 17. 
Corry-Jamestown Mfg. Corp. 

Corry, Pa. 
Dolin Metal Products, Inc. 

315 Lexington Ave., Bklyn. 16, N.Y. 
Durable Metal Products Co. 

1709 St. Marks Ave., Bklyn, 33, N. Y. 
Empire Steel Products, Inc. 

26 Custom House St., 

Providence 3, R. I. 
Equipto Div., Aurora Equipment Co. 

Aurora, Ill. 


Supreme Steel's No. 282 


Federal Equipment Co., The 
Carlisle, Pa. 
General Fireproofing Co., The 
Youngstown 1, Ohio, 
Hillside Metal Products, Inc. 
262 Passaic St., Newark 4, N. J. 
Hirsh Mfg. Co., S. A. 
8051 Central Park Ave., Skokie, Ill. 
Home-O-Nize Co., The 
3rd & Oak Sts., Muscatine, lowa 
Interior Steel Equipment Co., The 
2352 E. 69th St, Cleveland 4. 
Invincible Metal Furniture Co. 
842 S. 26th St., Manitowoc, Wis. 
Jayem Sales Corp. 
31 Coffey St., Brooklyn 31, N. Y. 
Keystone Steel Equipment Co., Inc. 
1914 So. Water St., Philadelphia. 
Le Febure Corp. 

716 Oakland Rd., N.E., 

Cedar Rapids, lowa. 
Lexington Metal Products Inc. 

565 Park Ave., Brooklyn 5, N. Y. 
Lion Steel Equipment Corp. 

690 Third Ave., New York. 
Lyon Metal Products, Inc. 

16 Madison Ave., Aurora, Il. 
Marvel Metal Products Co. 

3843 W. 43 St., Chicago 32 
Midwest Metal Miz. Co. 

1818 N. 18th Sr., St. Louis 6. 
Otis Steel Products, Inc. 

Ellicottville, N. Y. 
Parker Steel Products, Inc. 

54 Columbia St., Brooklyn 2, N. Y. 
Peerless Steel Equipment Co. 

Unruh & Hasbrook Aves., Phila. 11. 
Quality Products Co., Inc. 

P.O. Box 3214, Charlotte 3, N.C. 
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Tools of the Office 


Royal Metal Mfg. Co. 

175 N. Michigan Ave., Chicago 1. 
St. Marks Metal Products, Inc. 

See: Durable Metal Products Co. 
Simplex Metal Products, Inc. 

341 W. 38th St., New York 18. 
Stansteel Corp. 

See: Star Steel Equipment Co., Inc. 
Star Steel Equipment Co., Inc. 

117-20 14th Rd., College Point, N. Y. 
Steel Service Mfg. Co. 

Steubenville, Ohio 
Supreme Steel Products Inc. 

52-55 74th St., Maspeth, L. 1., N. Y. 
Top Flight Products Co., Inc. 

6224 So. Oakley Ave., Chicago 36. 
Victor Safe & Equipment Co., Inc., The 

315 Fourth Ave., New York 10. 


Wardrobes and Lockers 
Aled Steel Equipment Co. 
15-34 118th St., College Point, N. Y. 
All-Steel Equipment Inc. 
Aurora, III, 
Appliance Products Co, 
2034 Jenifer St., Madison 4, Wisc. 
Art Steel Sales Co. 
170 W. 233rd St., New York 63. 
Berger Mfg. Div., Republic Steel Corp. 
1038 Belden Ave., N.E., Canton 5, O. 
Cardinal Sales, Inc. 
5631 W. Madison St., Chicago 44. 
Cole Steel Equipment Co., Inc. 
285 Madison Ave., New York 17. 
Corry-Jamestown Mfg. Corp. 
Corry, Pa, 
Equipto Div., Aurora Equipment Co. 
Aurora, Ill. 
General Fireproofing Co., The 
Youngstown 1, Ohio. 
General Steel Products Corp. 
131-31 Avery Ave., Flushing, N. Y. 
Interior Steel Equipment Co., The 
2352 E. 69th St., Cleveland 4, 
Keystone Steel Equipment Co., Inc. 
1914 S. Water St., Philadelphia. 
Lion Steel Equipment Corp. 
690 Third Ave., New York. 
Lyon Metal Products, Inc. 
16 Madison Ave., Aurora, III, 
Midwest Metal Mfg. Co. 
1818 N. 18th St. St. Louis 6. 
Otis Steel Products, Ine. 
Ellicottville, N. Y. 
Parker Stee] Products, Inc. 
54-60 Columbia St, Bklyn 2, N. Y. 
Peerless Steel Equipment Co. 
Unruh & Hasbrook Aves., Phila. 11. 
Penn Metal Corp. of Pa. 
50 Oregon Ave., Philadelphia. 
Royal Metal Mfg. Co. 
175 N. Michigan Ave., Chicago 1. 


Simplex Metal Products, Inc. 

341 W. 38th St., New York 18. 
Stansteel Corp. 

See: 
Star Steel Equipment Co., Inc. 


117-20 14th Rd., College Point, N. Y. 


Supreme Stee] Products, Inc. 


52-55 74th St., Maspeth, L. I, N. Y. 


Vogel-Peterson Co, 

112 W. 37th St., Chicago 9. 
Werner’s Mfg, Co. 

1011 S. Hutchins St., Lodi, Calif. 


Star Steel Equipment Co., Inc. 


N. Y. U. offers personnel, 
office systems courses 


(From page 10) 


men to prepare them for jobs on higher 
management levels. 

The Institute will also present the 
three courses in machine accounting 
described in the August issue of Office 
Management, and will, in addition, 
give five courses on office systems and 
procedures, These are: 


Principles of office systems and pro- 
credures. Instructor: John J. Flanigan, 
methods and systems supervisor, Gen- 
eral Foods Corp, 

Design and control of business forms. 
Instructor: E, Lester Phy, manager of 
methods and procedures, Westinghouse 
Electric Supply Co. 

Increasing administrative and cler- 
ical productivity, Instructor: Jerome 
Barnum, director, Jerome Barnum As- 
sociates. 


Advanced problems in systems and 
procedures. Instructor: James G. 
Hendrick, development planning asso- 
ciate, General Foods Sales Division. 

Organization planning and analysis. 
Instructor: Harold A. Finley, general 
supervisor, planning and methods in 


the coordination division, Metropolitan 
Life Insurance Co. 


Records management 
conference set 

The Graduate School of Business 
Administration of New York Univer- 
sity, in cooperation with The Nation- 
al Records Management Council, will 
hold its First Annual Conference on 
Records Management in New York, 
September 20-21. Among the sched- 
uled speakers are Robert A. Shiff, of 
the N.R.M.C., Howard Kenyon, Di- 
rector of Rhode Is- 
land, and other men prominent in 
business and education. 


Administration, 


OFFICE MANAGEMENT 


The company will continue its opera- 
tions under George K. Haydu, for- 
merly president, who has been named 
general manager. 


Otis Steel resumes 
production in plant 
rebuilt after fire 

The Otis Steel Products Corporation 
has resumed production after a fire 
which completely destroyed the com- 
pany’s plant in Ellicottville, N. Y., on 
February 5, 1954. 

The new plant, built in the few 
months since the fire, has approxi- 
mately 30,000 square feet of space. It 
will employ the latest straight line pro- 
duction and the newest equipment, 
making it one of the most modern 
plants of its kind in the United States. 


The company will continue manu- 
facture of its regular line of steel equip- 
ment, plus such new items recently in- 
troduced as “Divvy” drawer units, 
Lock-R-Racks and Flex-O-Benches. A 
new Otis Steel catalogue has just been 
issued and is available without charge. 
It features steel shelving, Porto-Bins, 
Space Saver Bins, as well as the “Divvy” 
drawer units, Flex-O-Benches and many 
other items. 


New York accounting firms 
combine operations 

Price Waterhouse & Co. and Stagg, 
Mather & Hough, public accounting 
firms, have combined their operations 
in New York and in other cities in the 
United States and Canada, A joint an- 
nouncement issued by the two firms 
stated: 

“Due to the success of the joint oper- 
ation of their offices in the West In- 
dies during the past two years, the 
firms of Price Waterhouse & Co. and 
Stagg, Mather & Hough will similarly 
combine their operations in New York. 

“The firm of Stagg, Mather & Hough 
will continue to operate as such, but 
its offices will be located with those 
of Price Waterhouse & Co., at 56 Pine 


Street, New York. Present offices of 


Stagg, Mather & Hough in other cities 
in the United States and Canada are 
being combined with those of Price 
Waterhouse & Co. and the facilities of 
the latter firm throughout the world 
will, in the future, be available to the 
clients of Stagg, Mather & Hough.” 
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Flemington. Fland. 


BETTER BUSINESS METHODS 


For Greater Profits 
Through Lower Costs 


With KOMPAKT 


“extra drawer” File Cabinets 


This new Remington Rand Kompakt File gives you an 
extra drawer of filing in every cabinet without adding 
to its overall height. The 3-drawer letter or legal size 
Kompakt File is desk height. The 4-drawer fits under 
your counter. The 5-drawer is the height of your regu- 
lar 4-drawer file. But the new Kompakt gives you 6- 
drawers in the same height as the average 5-drawer 


ADD A FILING DRAWER...SAVE SPACE ! 


cabinet! 


NEW Remington 


you money. 


Every bit of space unused in an ordinary file cabinet 
has been carefully utilized to bring you this space- 
saving “File with the Extra Drawer” 

Recessed drawer pulls, offset label holders, smoothly 
rounded corners and handsome Gray-Rite finish, let the 


Rand KOMPAKT file add beauty 


while saving valuable space! 
Send for booklet LBV692, illustrated with floor dia- 
grams and figures to show how KOMPAKT Files save 


Volume Up 135%...Inventory Up 66% 
Total Inventory Personnel... Unchanged! 


ONLY three girls maintain accurate 
inventory control over 10,000 fast 
moving items located in three widely 
separated warehouses of Will Ross 
Inc., of Milwaukee, Wisconsin. 

By installing three, 4,000-card 
capacity, mechanized Robot-Kardex 
units, the management of this fast 
growing company solved several 
major problems: 

They eliminated the time-consum- 


September, 1954 


ing searching through banks of 
manually-filed records; solved a seri- 
ous personnel turnover problem; 
avoided departmental growth and 
provided for future expansion. 

Additional money-saving advan- 
tages are in store for you with 
Robot-Kardex. Circle CH947 and 
KD505 Rev. 1. Learn more about 
handling increased volume without 
adding personnel! 


OFFICE MANAGEMENT 


LETTER CENTERING SIMPLIFIED 


Center your letters perfectly...without 
moving the carriage...before you in- 
sert the paper! Learn how our exclu- 
sive Perfect Positioning Scale can save 
typing time. It’s FREE circle R&8667. 


KMemington. Plant 
Room 1938, 315 Fourth Ave., New York 10 


lease send free literature circled below 
CH947 KD505 Rev. 1 LBV692 R667 
Name 

Title 


Firm 


City. lone 
OM-* 
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How XEROGRAPHY .............. 
Cuts Duplicating Costs | ».Serrcex 


at FORD motor company 


Cost study 
indicates savings 
of approximately 


$75,000 


a year! 


An extensive study of office equipment by analysts in Ford Motor Company’s Cen- 


tral Office, indicates that offset paper masters prepared by the xerographic process, 


as compared to various other methods, save time and money. 

XeroX® Lith-Master* copying equipment is used in a number of departments in 
various Ford plants. Special XeroX copying equipment is used in the Duplicating 
Section of the Engineering Staff, Administrative Services Department, Dearborn, 
Michigan, to prepare offset paper masters of 12”x18” engineering drawings for run 
off of multiple copies on an offset duplicator. Using the xerography and offset com- 
bination, 100 copies of a drawing can be made in five minutes at a cost of about 97 
cents, which is considerably less than by other duplicating methods. Cost studies 
indicate a saving of approximately $75,000 a year. 

There is no limit to the versatility of xerography, the dry, electrostatic, copying 
process, in paperwork duplicating applications. Copies can be enlarged, reduced or 
made same size of anything written, typed, printed or drawn from one or both sides 
of original. Translucent intermediates can be made for use in diazo type machines. 


®, TRADEMARK OF THE HALOLD COMPANY 


WRITE for proof of performance folders showing how Ford Motor Company and 
componies of all kinds are cutting costs and speeding paperwork with xerography. 


THE HALOID COMPANY 
54-34X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 
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OFFICE MANAGEMENT 


Coffee break policy studied 
in Chicago area firms 


The attitudes of Chicago area com- 
panies toward the coffee break and 
other rest periods have been surveyed 
by the Office Management Association 
of Chicago, 105 W. Madison St., Chi- 
cago, and some of the data discovered 
have been announced to the public. 

The survey covered 170 companies 
employing a total of $2,636 employees. 
Of these 170 companies, 128 said they 
had policies providing for regular rest 
periods, while 23 more allowed em- 
ployees to take time off although these 
companies had no formal policy govern- 
ing such matters. Only 19 companies 
did not permit rest periods. 

Tworthirds of the companies stated 
they allow rest periods of 15 minutes 
twice a day. Ten per cent give 20-min- 
ute rest periods. Breaks, where sched- 
uled, normally are not allowed to begin 
less than an hour after the beginning 
of the working day, and they must be 
completed at least an hour before lunch 
or quitting time. 

Fifty-four per cent of the companies 
stated that they have coffee distributed 
from a central location, cafeteria, or 
lunchroom, although only seven serve 
it at the employees’ desks. 

Whether or not the coffee break does 
any good scemed not to be clear. Many 
companies thought that it brought no 
benefits, while others felt that it had 
some effect in improving company 
morale. 

Of the 170 firms surveyed, 72 were 
manufacturers, 25 were service organ- 
izations, 20 were insurance companies, 
14 were wholesalers, 11 were printers 
or publishers, and 8 were banking 
firms. The other 20 represented mis- 
cellaneous activities. 


Air Force radios punched 
eards across Atlantic 


A new technique for transmitting 
punched card information across oceans 
by radio was successfully demonstrated 
in a recent test conducted by the U. S. 
Air Force. With the cooperation of the 
U. S. Navy, which provided the radio 
circuits, the Air Force loaded an IBM 
data transceiver at Port Lyautey, near 
Casablanca, Morocco, with punched 
cards, 

The transceiver, reading the cards, 
produced electrical impulses  corre- 
sponding to the holes in the cards, and 
radio sent the impulses across the At- 
lantic to the Naval Communications 
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Good Will 


Ambassador 


He may not officially have the title but 
the linen supply man certainly does per- 
form some of the duties! Public health 
protection is another important bene- 
fit that comes with linen and towel 
service. Hygienically-clean cotton 
towels...crisp sterile cotton uniforms 
..- freshly laundered cotton table and 
bed linens contribute to the health, 
comfort and efficiency of everyone— 
employees, customers, visitors. You 
safeguard your own business while 
you protect public health with linen 


supply service. 


Linen Supply 


ASSOCIATION OF AMERICA 
and National Cotton Council 
22 W. MONROE ST., CHICAGO 3, ILL. 


is LINEN SUPPLY service 


You have no investment, no in- 
ventory, no maintenance. Every- 
thing is furnished and serviced 
by your linen supplier, at low 
cost. Dependable delivery and 
pick-up maintain a continuous 
supply of your exact linen require- 
ments—large or small. Local 
service is listed in your classified 
directory under LINEN SUPPLY 
or TOWEL SERVICE. Call today 
or write to address below for free 
descriptive booklet. 


In any business...Linen Supply is Good Business 
September, 1954 OFFICE MANAGEMENT 61 


po } eee Oo eee, Soe eee | | =e aos . ~<a. eee ee ae eee ae a a 4 Pe mmeret se <4 = = co 
_— = ae : epee ee oe 7 q ae isha Uy aes ee ee es a ia oe Ee Sh, Ae cS tee oe 
eT = ; hal ae | : ot ee 
: MRT). oP Sa Pe Posed 
: a 
5. i> oe Ser ; i ; 
, : ia [a 
————— ie b 
, 24, ee 
fe ‘ _ - —— 5) ci He 
"Le SZ= dee 
‘ “— = —_ ae 
we? ya 
— a —— = 
- - 1) ee 
i, ~~ & = a 
TA * 7 © a pe te 
, \ ~—= ———_ ee i “_— 
far _— ——— aT 
/ ‘ oath 
a a 
. \ ‘ - > i 
a N - ¢ © — zs ee 
x | : fg " a r - is, 
7 . e Wie i ) 
ee) } 1 \ i, y ed sth 
j \ f st 
j " \ * v 4 * , 
f \ ‘ 
| le eee »_— | 
yi wk cs . . i. ae 
, ha 
\ . a?) 
; . \ 5 ’ ey 3: = 
t . 4 \ 4 —_ any 
: 7 / \ i # © ; , i : 
™ = eel lL te 7 ‘ 
a fe y Fane = ne a © 
- ee ha a im aa 
. 4 { , ee _ = et ny 
—= ?-- . — } } 
+ : d roe RARE aid — - M ae 
pai —_ ; nance _— Fae aa PY gee 
Pass = i — ———— oy 
ae 2 en ——— ee aan 
ae 3 ‘ 3 ———— PAY 
kgs ee ~ paceman , ————— [ies et ae 
Se a, ie ; - — a ae 
oot @ '¥ 
me i. 
tee eo : 4 ian 
Sie a ; ae 
a ee Se 
a - 5 ad or 
ao 3 tig ry 
> bal Ww eae: ay ee 
goatee a = e meee A 
a. fies Ky, ae 
Se ae oe — ae 
e io. te ae 
expt =; ee ey | 
be eee aE 
: gocmme t i 
és e a ag oe oe 
‘ me ate , re Bey... 
; f ; taal 
, es Se ayer 
; a > hee 
3 ' ty i es 
Woe gos ie be 
vy ae “ “a E 1 ve 
ie a Cag: 
| a ae. 3 
. hy ‘ey 
 # oe ee: a 
a) @ he 
at oF fe ae 
; ao : me tie PB 
nee - pee ct st ae 3 
Pe 50 OE tM hees 
rey. § Bi ge hom 
te é 4 
eg Es ” 
f 
— = +. 
; ee 
a hie 
fers af ; 
er 
a.” 
tah Pc 
oe « 
ee cam 
¢ 
. ; te 
ae a Le, as i aie cag a ee ge | ers nO es ed : ~s - i pe See 
ao ee many & A 0 Sy eee) eee ee ee. “a a So ae ‘a i ee gos Te sa mie 
a ai ? ~ ia Se; ae oT an Pe a | a rts er i : D> 


Station in Washington. As the im- 
pulses were received, they actuated the 
punching mechanism of a data trans- 
ceiver, which punched cards that were 
exact duplicates of the originals. 

The new technique is expected to 
simplify 


accounting procedures _ re- 
quired in deploying military forces and 
distributing replacement equipment at 
Air Force bases. Officials of the Air 
Force consider the method to be faster, 
more 


accurate, and more economical 
than any previous system for trans- 
mitting detailed punched card data. 
It is expected to speed the procedures 
involved in movine overseas replace- 


ment parts for planes, 


NEENAH BOXED 
TYPEWRITER PAPERS 
Bonds and onionskins with from 
25% to 100% rag content. 


NEENAH PAPER COMPANY 
N h, Wis Z 


without first considering how you 


are going to use it. While there 


Management seminars led by 
former NOMA officer 


In line with the growing trend 


toward flexible seminars as a means 
of keeping top office management ex- 
ecutives alert to new developments in 
a fast-moving field, Hugh A. Warner, 
long well known in office manage- 
ment circles and formerly technical di- 
rector of the National Office Manage- 
ment Association, is announcing a se- 
ries of seminars held under his direc- 
tion at Elkridge, Md., during each 
month of the year except December 
and January. 

The seminars, which are limited as 


is a slight difference in cost between the 
lowest grades of paper and the 
finest rag content paper, there is a 


world of difference in the paper itself. 


When you need boxed 
typewriter papers for 
permanent records, letters 
that require prestige, and for other 
important uses, remember 
that the fine rag content papers 
—bond and onionskin—available 


at your Neenah Stationer were 


designed for enduring beauty. And for the finest in other 


office supplies, rely on your Neenah Stationer. 


AREMRATER PRRERS 


OFFICE MANAGEMENT 


Seminar headquarters 


to attendance, are designed to cover 
practically every subject involved in 
the functioning of the modern office. 
The latest applications of electronic 
computation; all other aspects of office 


, mechanization and automation; work 
| evaluation 


and rating; the various 
phases of supervision; and study of the 
equipment, systems, and procedures in- 
volved in getting office work done eff- 
ciently are all covered. Two guest 
houses located on a 27-acre property, 
provide living accommodations for 
those in attendance and the seminar 
sessions are held in a special building 
on the grounds. 

Each seminar is a five-day session, 
from 9 A.M. to 5 P.M. Further details 
regarding the seminars are available 
from Hugh A. Warner, Box 19, 


Route 4, Elkridge 27, Md. 


AMA announces election 
of new officers 

The Ainerican Management Associa 
tion has elected fifteen executives to 
othce, according to a recent announce 
ment. The following men were elected 
to vice presidential positions for 1954- 
55 in AMA’s operating divisions: 


In the Personnel Division, Frederick 
G. Atkinsen, vice president for per- 
sonnel, R. H. Macy & Co., New York. 

In the Packaging Division, W. L. 
Romney, technical director of packag 
ing, The Procter & Gamble Co., Cin- 
cinnati. 

In the Office Management Division, 
Herman Knauss, planning director, 
Mutual Insurance Co. of New 
York. 

In the Finance Division, Gordon G. 
Hoit, executive vice president, Strom 
berg-Carlson Co., Rochester, N. Y. 

The following vice presidents were 
re-elected: 

In the Marketing Division, Wayne 
J. Holman, Jr., president, Chicopee 
Mfg. Corp., New York. 
(To page 64) 
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There is little doubt that the modern busi- 


He’s alert to every 
new trend and opportunity. He’s a mer- 
chandiser. A promoter. A keen-minded 
business - builder. 


nessman is a go-getter 


But how well does he keep his guard up? 
How cagey is he about protecting the in- 
terests of his firm? 

The shocking truth is that an incredibly 
high percentage of businessmen are per- 
mitting a situation to exist which could put 
them completely out of business practically 
overnight. 


The odds are that you, yourself, are entrust- 
ing your accounts receivable and other 


Are today’s businessmen shrewd enough? 


business records to an “incinerator” safe. 
A safe which does not bear the indepen- 
dent Underwriters’ Laboratories, Inc. la- 
bel, and could cremate those irreplaceable 
records if a fire started. 


If you are counting on a fireproof building 
to prevent such a tragedy, look out! For 
fireproof buildings just wall-in fires. Make 
them hotter! 


And if you expect your fire insurance to 
cover all losses under all conditions, just 
which 
says: “proof-of-loss must be rendered with- 


remember that there’s a clause 


«<< 


render” it with- 


in 60 days.”’ Could you 


out records? 


Don’t leave yourself wide open. It’s dan- 
gerous! 


Out of every 100 firms that lose their ree- 
ords in a fire—43 never reopen. And the 


other 57 struggle for years to recover. 


Check your safe, today. Get a free Mosler 
FIRE “DANGERater” to determine your 
exact risk. Then get the protection it calls 
for. But trust nothing but the best. Mosler 
is recognized as the leader in protection, 
styling, value. Check classified telephone 
directory for the Mosler dealer in) your 
of Mosler 
Record Safes, Or mail the coupon for free 
“DANGERater,” now! 


city. Sce_ his comple te line 


FREE! TELLS YOUR RISK! 


The FIRE “DANGERater” dials in 30 seconds 
the answer which may save your business 
from ruin. Easy to use. Accurate. Authen- 
tic. Based on experience with thousands of 
fires. Figures in over a dozen vital factors 
about your business. Mail coupon for your 
free “DANGERater,” now. No obligation. 


IF IT'S MOSLER .. . IT'S SAFE 


*% Mosler Safe ~”” 


World's largest builders of safes and bank vaults . . . Mosler built the U.S. Gold Storage 
Vaults at Fort Knox and the famous bank vaults that withstood the Atom Bomb at Hiroshima 


The Moster Safe Company, Dep't OM? 
S2nd Street and Sth Avenue, New York 1, N. Y. 


Please send me (check one or both) 
(} Free Mosler FIRE “DANGE Rater.” 
() Catalog, showing the new series of Mosler Record Safes. 
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In the Manufacturing Division, J. 
Keith Louden, vice president and as- 
sistant to the president, York Corp., 
York, Pa. 

In the General Management Division, 
A. A. Stambaugh, chairman of the 
board, The Standard Oil Co, (Ohio), 
Cleveland. 

In the Insurance Division, Henry 
Anderson, manager, insurance depart- 
ment, American 
mount Theatres, 


Broadcasting-Para- 
Inc., New York. 

The following men were elected to 
the board of directors for the 1954-57 
term: J. L. Atwood, president, North 
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YOU NEED THIS 


Challenge 


EQUIPMENT 


PAPER DRILLS: 
For standard run of loose- 
leaf work. Also adapt- 
able for variety of 
novelty jobs. 9 styles 
x available — hand, 
foot, power models. 7 


Always a sharp 
clean impression; 
easy operation. 
Full selection of 5 
styles — 5 sizes. 


wy = 
Mail coupon for specific information 
744B 


rate 
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American Aviation, Inc., 
Marvin Bower, president, McKinsey & 
Co., New York; H. E. Chiles, Jr., presi- 


Los Angeles; 


dent, The Western Co., Midland, Tex.; 
H. F. Dunning, vice president, Scott 
Paper Co., Chester, Pa.; John D. Gray, 
president, Wallachs, Inc., New York; 
Walter G. Koch, president, Internation- 
al Steel Co., Evansville, Ind.; Endicott 
R. Lovell, president, Calumet & Hecla, 
Inc., Chicago; Keith S$. McHugh, presi- 
dent, New York Telephone Co., New 
York; Charles H. Percy, president, 
Bell & Howell Co., Chicago; and Alden 
G. Roach, president, Columbia-Geneva 


PAPER CUTTERS: 


11 models — 7 sizes... 


from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


Send details as checked below: 


f 


{] Paper Cutters 


{.] Proof Presses | Paper Punches 


| 


| 


' 
! 
' 
1 
Paper Drills 1 
' 
! 
! 
' 
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TRADE-MARK @® 


OFFICE MANAGEMENT 


Steel Div., U. S. Steel Corp., San Fran- 
cisco. The unexpired term of the late 
E. H. Connarroe, which ends in 1956, 
was filled by K. B. Willett, vice presi- 
dent, Hardware Mutuals, Stevens Pt., 
Wisc. 

The following officers were re-elected 
for 1954-55: chairman of the board, 
John M. Hancock, partner, Lehman 
Bros., New York; chairman of the exec- 
utive committee, Don G. Mitchell, 
chairman of the board, Sylvania Elec- 
tric Products, Inc., New York; treas- 
urer, James L. Madden, second vice 
president, Metropolitan Life Insurance 
Co., New York; president, Lawrence 
A. Appley; and administrative vice 
president and secretary, James O. Rice. 
The last two are full-time staff positions. 


E. G. Hicks, Todd Co., dies 

Earl G. Hicks, assistant general sales 
manager and a director of The Todd 
Co., Inc., of Rochester, N. Y., died on 
July 17th in Rochester at the age of 67. 

Mr. Hicks had been associated with 
the company for 34 years, serving as 
salesman, bank supply supervisor, West 
Coast sales division manager, and man- 
ager of commercial check sales, He 
was appointed assistant general sales 
manager in 1945 and was made a di- 
rector in 1949, 

He is survived by his wife and six 
sons. 


Coming Events 


American Statistical Association 
Sept. 10-13 
1954 Annual Meeting 
Mt. Royal Hotel, Montreal 


New York University Graduate School 
of Business Administration 
National Records Management Council 
Sept. 20-21 
First Annual Conference on Records 

Management 


New York University, New York 


& 
American Management Association 
Sept. 27-29 
Personnel Conference 


Hotel Astor, New York 
* 


Life Office Management Association 
Sept. 27-29 
1954 Annual Conference 
Shoreham Hotel, Washington 
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NOW-positive cleanliness 
in duplicating-it’s 


AZOGRAPH 


Here is a completely new, patented, low-cost way to duplicate 
copies. It is fast. It is simple. And—for the first time—here is a 
process that is completely clean from start to finish. 


There is an electric AZOGRAPH duplicator for offices where 
there is frequent or continuous need for copies—a hand operated 
model designed for even the smallest office or department. 


~ A-B-DICK 


~. THE FIRST NAME IN DUPLICATING 


A.B pick, and AZOGRAPH are registered trademarks of A. B, Dick Company 


1 

: 

3 
Sul 


A. B. Dick Company OM-954 
5700 Touhy Avenue, Chicago 31, Illinois 
Without obli mien please { ) send full information about ( ) arrange for demonstration 


of AZOGRAPH—the new development in MODERN duplicating. 


Name Position 


Orga nization 
Address. 
City, 
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Office Executives Association 
of New York 
Sept. 27-Oct. | 
Golden Jubilee National 
Business Show 
6%h and 71st Regiment Armories 
New York 
e 
National Institute of Governmental 
Purchasing, Inc. 
Oct. 10-13 
Ninth Annual Conference and Exhibit 
Hotel Statler, New York 
& 
American Management Association 
Oct. 20-22 
Office Management Conference 
Hotel Astor, New York 


Systems and Procedures Association 
of America 
Oct. 25-27 
International Systems Meeting 
Hotel Commodore, New York 


National Association of Cost 
Accountants 
Oct. 28-30 
Regional Cost Conference 
Hotel Fort Des Moines, Des Moines 
* 


Industria! Management Society 
Nov. 10-12 
Eighteenth National Time & Motion 
Study & Management Clinic 
Hotel Sherman, Chicago 


DONT STAND FOR 


When a duplicating job jumps 
the rails — and the paper starts 
wrapping itself around the roller 
with a machine-gun clatter — 
resist the temptation to feed the 
operator into the hopper. 

It’s not her fault — and it very 
possibly is the fault of the paper. 

You see, the tendency of paper 
to cling to the roller is caused by 
static electricity — just like the 
magnetism a comb picks up when 
it’s rubbed vigorously. And, in 
paper, the effect of static elec- 
tricity is reduced tremendously 
by paper with the correct mois- 
ture content, 


All Eastern papers are moisture- 
controlled by scientific tests to make 
absolutely sure that the just right 
moisture content is maintained in 
every ream. The result? Smooth 
running, better looking duplicating 
jobs time after time. 

If wrap-around is plaguing 
you, try one of these special 
moisture-controlled Eastern 
papers: 

Atlantic Duplicator, Atlantic 
Bond, Atlantic Mimeo Bond, At- 
lantic Opaque, Manifest Dupli- 
cator, Manifest Bond, and Mani- 
fest Mimeo Bond. For sample 
packets or sheets, write: 


ays 


ATLANTIC BOND 


Ppuioess PAPER 


MADE BY EASTERN CORPORATION « BANGOR, MAINE 


fasteee 


B 
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Books and Pamphlets 


Corporate Structure 

In a new 109-page monograph, the 
American Institute of Management ex- 
amines the structure of management. 
The book 1s entitled Corporate Struc- 
ture of the Corporation: Its Meaning— 
It's Evaluation. 

This work is planned to help man- 
agement analyze its own structure and 
to evaluate it, not by comparing it with 
a theoretically ideal structure, but by 
analyzing it with respect to the com- 
pany’s individual needs. 

Twenty-eight questions are raised, 
followed by discussions designed to 
bring out answers appropriate to the 
company being analyzed. For example, 
in one chapter, entitled “Authority and 
Responsibility,” the following four 
questions are asked: (1) Who exer- 
(2) What 
are the relative powers of the president 
and the chairman of the board? (3) Is 
the president also the general manager? 
(4) Who are the officers? Give full 
details regarding each. 

The book also takes up such matters 
as the activities of stockholders and di- 
rectors, the use and influence of com- 
mittees, geographical centralization and 
decentralization of company plants and 
offices (“Why were the plants first put 
where they are? Do these reasons still 
hold true?”) and communications 
among the various organizational and 
structural units of the corporation. 

The final chapter is devoted to con- 
clusions, with an examination of the 
analyst’s role in the auditing process. 

The new book is one of ten mono- 
graphs being prepared by the Institute 
as a basic text for its members and to 
“fulfill an academic need frequently 
voiced to the Institute for a definitive 
treatment of management at the policy 
level.” Information on the series can 
be obtained from the American Insti- 
tute of Management, 125 E. 38th Street, 
New York. 


cises principal authority? 


Brief Listings 

Embezzlement Controls for Business 
Enterprises is the title of a new 29-page 
booklet by Lester A. Pratt, C.P.A., a 
specialist in employee fraud investiga- 
tions. The booklet has been prepared 
and published as a service to business 
executives. It is available without 
charge from the Public Service Divi- 
sion, Fidelity. and Deposit Co., Balti- 
more 3, Md. 


September, 1954 
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Though the Boss is out of the office, this may 
well prove to be a most productive day. He has 
gone to the National Business Show. He'll be 
back full of new ideas — ideas that will bring 
new speed and accuracy to office routine; 
new comfort and efficiency to office workers. 


Better than ever. This year two 
huge armories packed with time and money- 
saving ideas. Be sure to visit both. 


1 to 10 P.M. Daily 


69th REGIMENT ARMORY 


26th Street and Lexington Avenue, New York 


71st REGIMENT ARMORY 


34th-Street and Park Avenue, New York 


Rudolph Lang, Managing Director, National Business Show 
33 West 42nd St., New York 36, New York 


September, 1954 OFFICE MANAGEMENT 
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TRANSFER RECORDS 


THIS EASY WAY 
AND HAVE... 
ECONOMY, 
SYSTEM, 
SAFETY! 

& 


Protect your inactive business records 

with proper storage. LIBERTY STORAGE 

BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill-proof 
protection. Liberty's storage system assures /ast- 
finding of any record. ‘Try LiseKTy Boxes for 
quality and low cost. 25 stock sizes, 

Sold by leading stationers. 


Clip this ad to your letterhead 


FOR FREE BOOKLET 


1 Record retention chart tells you how long 
to keep specific records 

2 Gives complete information for best 
procedures in record storage 


BANKERS BOX COMPANY 


720 $. Dearborn Street * Chicago 5, Ill. 


plus tex) 


ihe 1242t CONQUEROR 
SPIRIT DUPLICATOR 
with ALL the features... 


© Prints 120 or more copies per minute. 

® Prints 1 to 5 colors, in one operation. 

® For shorp, clean, copies better spirit dup- 
licating includes — Raise-ond-Lower Con- 
trol. . . Adjustable Fluid Control . . . 
Built-in Reset Counter .. . Pressure Con- 
trol. . . Positive Rotary Feed. 


The Heyer Conqueror Model 76, Spirit of ‘76 
gives you for the first time ‘‘push-button’’ 
automatic electric duplicating . . . gives you 
complete freedom of manual effort. 


Write today for descriptive booklet 


THE HEYER Corporation 
1822 S$. Kostner Ave. Chicago 23, Illinois 
Quolity Duplicators and Supplies Since 1903 
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How to Keep Merchandising Records, 


| a book by R. Duffy Lewis, is offered in 
| revised form as part of the Lewis Mer- 


chandise Control Kit, published by 


ieee egidy ie | 
| Fairchild Publications, Inc., 7 E. 12th 

St., New York. The book contains ten | 
forms and charts designed to help the | 


retailer control merchandise stocks with 


| a minimum of time and effort, and the 


text explains how to use simplified rec 


ords as a factual base on which to plan 


intelligent buying and selling. 


Association News 


THE CONTROLLERSHIP FOUN- 
DATION, INC., the research arm of 
the Controllers Institute of America, 
has announced the election of a new 
president. The new head man is J. 
McCall Hughes, vice president and con- 
troller, The Mutual Life Insurance Co. 
of New York. He succeeds Allen Lester 
Fowler, of Day & Zimmerman, 

Two vice presidents were also named: 
Harold A. Ketchum, of Fasco Indus- 
tries, Inc., and Thomas J. Tobin, of the 


Erie Railroad Co. F. E. Wentworth, of | 


the Ward Baking Co., has been reelect- 


ed treasurer. 


| THE OFFICE EXECUTIVES ASSO. 
| CIATION OF NEW YORK has an- 
| nounced, through its new president, 
| Alfred T. Ruf, the following appoint- 


ments: 
Paul T. Chave, American Bleached 
Goods Co., vice president for member- 


ship; Robert W. Cockrell, M. W. Kel- 


and meetings; Wesley Hobson, Dan 
River Mills, Inc., vice president for 
education; R. W. McGee, General Mo 


tors Corp., vice president for research | 


and study, and J. Arthur Grundy, 


| logg Co., vice president for programs | 


Remington Rand Inc., vice president | 


for public relations. 


| THE AMERICAN INSTITUTE OF 
DECORATORS recently elected the 
| following officers for 1954 and 1955; | 


president, C. Eugene Stephenson, of 


first vice president, J. H, Leroy Cham- 
bers, of Baltimore; second vice presi- 


| dent, Jack Cameron, of Miami; third 
| vice president, Archibald Taylor, of San | 
_ Francisco; secretary, Mary E. Dunn, of 


| New York; chairman of the board, H. 
| Clifford Burroughes, of New Canaan; | 


New York; treasurer, A. Ralph An- | 


| thony, of Boston, and assistant secre- 


tary and treasurer, Marjorie Fiedler. 
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fOr BUSINESS LITERATURE 


Hardened Anodized Aluminum 
THREE PRACTICAL SIZES 


Quality for the Richest Office 
~—yet Modestly Priced 


WRITE FOR CIRCULAR 
THE RAK MAKERS 


19 Hamilton PI., i 
eeeeeeeeeeseeeeeeeeeeeeese 
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z 
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..-before it TALKS 


...is the way our doctors put 
it—“Our chances of curing 
cancer are so much better 
when we have an opportunity 
to detect it before it talks.” 


That’s why we urge you to 
have periodic health check- 
ups that always include a 
thorough examination of the 
skin, mouth, lungs and rectum 
and, in women, the breasts 
and generative tract. Very 
often doctors can detect can- 
cer in these areas long before 
the patient has noticed any 
symptoms. 

For more life-saving facts 
phone the American Cancer 
Society office nearest you, or 
write to “Cancer”—in care of 
your local Post Office. 


American Cancer Society 


September, 1954 
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by 
Emperial 


a 


++. One of many carefully planned 
groups of handsome, modern office 
furniture . . . styled to lend beauty 
and dignity to your office . . . with 
increased overall efficiency. See 
your IMPERIAL dealer and write us 
for FREE Office Planning Guide. 


IMPERIAL DESK COMPANY 
Evansville 7, Indiana 


September, 1954 


People in the News 


THE UPSON CHEMICAL CORP., a 
recently incorporated and wholly owned 
subsidiary of The Upson Co., Lockport, 
N. T. of laminated 
wood fiber panels, has announced the 
election of the following officers: 
W.H. Upson, president; James |]. Up 
son, executive vice president; Dr. Wal- 
ter P. Ericks, vice president and direc 
tor of research; Kenneth A, Boos, sec- 
retary-treasurer. Mr. James J. Upson 
and Dr. Ericks were also elected direc 


manufacturers 


tors. 

Other directors newly elected are: 
W. H. Upson, Jr., Francis H. Hall, and 
Homer H. Woods. 


LOUIS A. SWAIN has been appointed 
to the newly-created position of Direc 
tor of Office Equipment Sales for 
Ozalid, a division of General Aniline 
& Film Corp., a development which the 
company states is indicative of the wid 
ening use of Ozalid equipment in the 
office field, Mr. Swain has been with 
the company since 1948. He was office 
supervisor in Atlanta and became office 
manager in 1948. A year later he was 
made branch sales manager, and in 
1952 he was appointed assistant to the 
general sales manager, the position he 
now leaves to accept his new post. 
This announcement from 
Lewis P. Naylor, Ozalid’s general sales 


came 
manager. 


C. W. SCHREIBER, vice president in 
charge of sales for the Yawman & Erbe 
Mfg. Co., has been elected a director 
of the company, according to a recent 
announcement from President Ralph 
Robinson. 

Mr. Schreiber has been with Y & E 
for 26 years, joining as manager of 
the National Sales Dhivi- 
sion. He has successively served as as 


Accounts 


sistant sales manager at the home office, 
general sales manager, and vice presi 
dent in charge of sales. In addition to 
his duties as a director, he will continue 
to carry out those of his vice presidency, 


JOHN E. SLOANE has been appointed 
office service manager and director of 
public relations for Thomas A. Edison, 
Inc., according to word from President 
Henry G. Riter, 3rd. Mr. Sloane will 
have charge of internal communica 

tions, office methods, and printing, in 
addition to his public relations duties. 
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Before you spend al 
for LIGHTING, | 
NOISE CONTROL, 
_ REMODELLING, — 

or BUILDING... 


* 


on es 


an | ae | 
ceilings! 


THE OVERALL CEILING OF 
LIGHT THAT INCREASES 
OVERALL EFFICIENCY! 


Here is the trend in modern lighting! 
A solid ceiling of light that provides 
soft, shadowless illumination and 
also hides pipes, ductwork and 
sprinkler systems — it modernizes 
old and new buildings! 

Made of unbreakable, corrugated 
LUMI-PLASTIC with noise absorbing 
ACUSTI-LOUVERS, it is glareproof, 
clean and easy to keep clean— 
labeled by Underwriters’ Labora- 
tories for installation under existing 
sprinkler systems! 

Its low cost is quickly offset because 
people see better, feel better, work 
better under an ACUSTI-LUMINUS 
CEILING. Already over 3500 in use. 


ee, 


ya =. 
{ Luminous Ceilings, Inc. 
| Dept 4!, 2500 W. North Ave., Chicago 47, III. 
Tell me where ! can see it! 
i] 
x 


Send me your free booklet containing complete 
details about the ACUSTI-LUMINUS CEILINGS! 


Nome and title. 


Firm name 
Address 
City & State 
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Platforms Firm 


Makes typing easier, faster, less noisy. 
Improves touch, checks skipping or 
‘piling. Easy to use, goes up or down 
jin a jiffy. Won't snag nylons. You'll 
wonder how you did without 
jit. Ask your office supply 
i dealer, or write direct. 


(Jaa-desh™ 


Jac-a-desk \. 


THE 


DESK 
STABILIZER 


GONCO MFG. CO. 
1259 So. La Brea FF 4 
Los Angles 19, Calif /- 


549s 


COMPLETE 


(Continued ) 


‘MANPOWER, INC. has announced a | 
number of promotions: John H. Frank, 
formerly general manager at Milwau- | 
kee, is now executive vice president. | 
James Scheinfeld moves from the posi- | 
tion of national operations supervisor | 
to that of vice president and sales man- 
ager. William Risz, industrial division 
manager in Chicago, is promoted to the 
post of resident vice president in Chi- | 
cago. William Gallagher, formerly | 
Cleveland industrial division manager | 
and regional supervisor, advances to the | 
position of regional vice president. 


Manpower, Inc., provides temporary 
thelp, calculating, market research, and 
lother services to business firms. 


LESLIE K. STRASZEWICZ has been 
appointed company production man- 
ier of the Cullom & Ghertner Co. 
printers, lithogra- 
phers, and producers 


of business forms, of 
Nashville and Atlan- 
ta, it was announced 
by E. V. Williams, 


Used everywhere.. 


Personnel 
Handbook 


for better teamwork, 
greater efficiency 
on all levels 


How to deal with a company’s most important 
asset-—people. Here is the one complete refer- 
ence to policies and techniques that help you 
make wise personnel decisions of every kind. 
20 big sections cover: personnel programs ; job 
inalysis; wage, salary administration; merit rat- 
ing; labor contracts; the personnel audit—scores 
of vital subjects. 


65 Contributors, 1167 pp. 262 ills. $10 
RONALD HANDBOOKS are recognized 
throughout the world as standard. Each Hand- 


book offers, in compact form, the sum total of 
useful experience in its field. From the great 
mass of literature that represents progressive, 
modern thinking, the Handbooks review, analyze, 
condense, and coordinate the essence of success- 
ful practice. 


ACCOUNTANTS’ HANDBOOK 3rd Ed. 


Over 90 Contributors, 1505 pp., 287 ills. $10 
COST ACCOUNTANTS’ HANDBOOK 
Over 70 Contributors. 1482 pp., 556 ills. $10 
FINANCIAL HANDBOOK 3rd Ed. 

65 Contributors. 1289 pp., 139 ills. $10 
MARKETING HANDBOOK 

69 Contributors. 1321 pp., 226 charts, ills. $10 
PRODUCTION HANDBOOK 

90 Contributors. 1676 pp., 771 forms, ills. $10 


| Send for these Handbooks. Save postage by 
| remitting with order. Books returnable if not 
satisfactory. Address Dept. OM-1 


In Canada: Underwood Ltd., Toronto 


vice president of the 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 


EASY TO CHANGE 
A wpist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 


~~ 


a 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 
* Photographs for Sharp Prints 
* Invaluable as a Visual Training Aid 

*. All Parts Are Movable and Re-usabie 
* Solves Your Chart Problem Forever 


Write for Free Hlustrated Folder 
with Price sehedule Neo. OM-9. 


MANAGEMENT CONTROL CHARTS CO. 


N. WELLS ST. 


1731 CHICAGO 14, ILL. 


Mr. Stras 
zewicz, who was edu- 
cated at the University of Krakow, Po- 
land, and at the University of Paris, 
first came to this country in 1920 as a 


company. 


student of American management meth- 
ods and techniques. After remaining 
several months, he returned to Europe. 
Since 1949 he has worked in this coun 
try, having most recently been general 
manager of a large lithographing firm 
in Detroit. 


BURL PF. 


assistant general service manager for | 


| 


POE has been appointed 


operations of the Burroughs Corp. in 
the United States and Canada. Pre- 
viously, he had been manager of the | 
Grand Rapids branch since 1951. He | 
is a graduate of Milligan College and is | 
a certified public accountant. 


JOHN J. BLACK, plant controller at 
the International Business Machines 
Corp.’s No. 2 plant in Poughkeepsie, 
iN. Y.; John Grandel Jones, controller | 
land assistant secretary, Bostitch, Inc.; | 
K. C. Sandridge, assistant controller, 
the Blaw-Knox Co., and Clifford H.| 
Senger, assistant controller, the Dicta 
phone Corp., have been elected to mem- | 
‘bership in the Controllers Institute of | 
| America. | 
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THE RONALD PRESS COMPANY 


1S East 26th Street. Mew York 10 


ADDRESSING 
MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
145E Albany St., Cambridge 39, Mass. 
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WE MAKE HASTE 


Carefully 


CONTRADICTORY? 
... NOT A BIT, WHEN Yose 
Keout THE AMERICAN 


LITHOFOLD STANDARD OF 
QUALITY 


Every minute detail from planning to 
the finished form, is vigilantly ""Moth- 
ered'’ when American Lithofold is 
handling YOUR order. 

The finest raw materials, PLUS the su- 
perb craftsmanship and Job-Knowledge 
of our Plant personnel go into each 
order being processed. 

YOUR form is machine-tested to assure 
WORKABILITY, ACCURACY and con- 
sistently excellent performance on all 
fully automatic machines. 


And a sharp eye is kept on DELIVERY 
promises too. Our pride in product- 
quality is only equalled by our pride 
in Service. So we can honestly say that 
we do “Make Haste Carefully.” 


You get the BEST . . . the FASTEST, 
when you order your business forms 
from American Lithofold. 


LITHOSTRIP 

The Most efficient 
continuous form ever 
devised. Carbon- 
leaved, it fits type- 
writers and all fully 
automatic machines 
such as, teletypes 
and tabulators. 


LITHOFOLD 


For large volume 
form work on Fanfold 
machines. Ideal, 
where mass, single- 
purpose forms (such 
as bills of lading) 
are required. 


LITHOSET 


Carbon leaved. Easy 
to insert, easy to de- 
leave. Available in 
all sizes, pre-punched 
to “planned” specifi- 
cations. 


We have several NEW products that 
will insure NEW procedure econo- 
mies in your operation. . . "Secret 
Spot" .. "Eazy Read" and “'Lith- 
stik'’. Write for samples or ask our 
Representative about them. 


TEST THEM YOURSELF 
WRITE FOR FREE SAMPLES 


AMERICAN : 
is 8 
3 CORPORATION = 


500 BITTNER ST ST. LOUIS 15 MO 
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JACK BRICKEL has been appointed | 


to the newly created post of product 
manager for the Executive Office Group 
of furniture, fabrics, and wallpapers, ac- 
cording to a recent announcement trom 
J. M. Eppinger, director of distribu- 
tion, Herman Miller Furniture Co., 
Zeeland, Mich. Mr. Brickel’s duties 
will consist of coordinating and imple- 


menting the national sales program for | 


two divisions of the company. He will 


be attached to the New York office. 


F. L. WEST has been elected vice pres 
ident in charge of the research division 
of Victor Adding Machine Co, The 
position has only re- 

cently been created, 

according to Victor 

President A. C. Bueh- 

ler, “to coordinate 

the growing research 

activities that result 

from |the company’s} 

present diversification 

program.” Mr. West 

has been associated 

with the McCaskey Register Division 
of Victor since 1932. When the two 
companies merged a year ago, he be 
came general manager of the Me 
Caskey division. 


CLYDE EVERETT, formerly general 
sales manager of the W. A. Sheaffer 
Pen Co, of Canada Ltd., has been elect 
ed a vice president of the company. Mr. 
Everett, who joined Sheaffer at Fort 
Madison, lowa, in 1947 as a sales corre 
spondent, was assistant to the general 
sales manager of the American com 
pany and, later, district manager in 
charge of the southern United States 
sales territory, prior to becoming gen 
eral sales manager in Canada. In addi- 
tion to serving as a vice president, he 
will continue as sales manager. 


ROY J. KELLER has been appointed 
executive vice president in charge of 
all operations of the TelAutograph 
Corp., it was recently announced by 
L. R. Kurtin, chairman of the board 


and chief executive officer of the com- 
pany. 

Mr. Keller has been with TelAuto 
graph since 1924. His most recent posi 
tion prior to his advancement was that 
of vice president in charge of sales, a 
post to which he was appointed in 1948. 
He has also been serving as secretary | 
and security officer. 
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ALL THIS... 
AND DICTATION Too! 


With a Peerless DRI-STAT photocopier, 
a good secretary can get out a stack of 
copies like this and still keep up with her 
regular work — without overtime. 

Letters, invoices, orders, reports, 
charts, drawings, technical articles, tax 
returns—DRI-STAT makes clean, sharp, 
black-and-white copies of them all, in 
just one minute per copy. Originals on 
Opaque paper—printed on both sides 
in colored inks, with half-tones, bearing 
pencil notations——-DRI-STAT can repro- 
duce more kinds of material than any 
other photocopy equipment. 

Ask your Peerless distributor to show 
you how DRI-STAT can pay for itself 
quickly in your office. Call him for a 
demonstration, or mail the coupon. 


PEERLESS 
ne all 
DRI-STAT 


= 7 
| PEERLESS PHOTO PRODUCTS, INC. 


Shoreham, L. L., New York OM-9 | 


[) Id like to see a demonstration of 
DRI-STAT on my work 


[) Please send me your free brochure 
describing DRI-STAT. 


ADDRESS .0000ccccccosscsccess 
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STAONMAL 


Marking Crayon 


There's an efficient, foolproof STAONAL crayon for every purpose 
=shipping, receiving, pricing, assembling, warehousing, inven- 
torying. Or if you need a special kind, tell us your problem—we're 
used to solving every kind! 


STAONAL marking and checking crayons are gritless, waterproof, 
permanent, or semi-permanent, as required. 


For checking purposes . 6... 66 ce cee cence enee STAONAL No. 1 

For marking china, tin, ete 6... 66 ce eee eens STAONAL1CT 

For general marking and shipping ...........- STAONAL No. 2 

For marking glass and cellophane.............. STAONAL No. 4 
For marking leather, fabrics ©... 6.6 6c eee ee eee STAONAL No. 5 | 
For marking rubber .......seeceecseeceseeces STAONAL No, 11 

For marking wet or dry lumber ..... 6.6500 eeens STAONAL No. 29 


SEND FOR FREE 
iMustrated marking 
crayon price sheet 

to Dept. TOM-9 


Your — > 


LY 


Department 


4 


Clockwork! 


380 Madison Avenue, New York 17, N. Y. 


Of interest from Washington— 


by Larston Farrar 


| THE PUBLIC Contracts Division, U. S$. Department ot 
| Labor, has announced here a modification of existing inter- 
| pretations regarding deductions from the salaries of execu- 
| tive, administrative and professional employees, pursuant 


to a public notice of a proposal issued March 9. 


Under the Administrator’s regulations, executive, admin- 
istrative and professional employees must be paid “on a 
salary basis” in order to qualify for the exemption from the 
minimum wage and overtime requirements which the Fair 
Labor Standards Act provides for them. The modification 
announced recently clarifies the circumstances under which 
deductions may be made from the salary and the employee 
remain exempt. 


Now, deductions may be made from an exempt employee's 
salary without loss of the exemption if he takes a day or 
more off for personal reasons other than sickness or acci- 
dent. Deductions also may be made for absences of more 
than a day because of sickness or disability, if the deduc- 
tion is made in accordance with a bona fide plan, practice 
or policy of providing compensation for loss of salary occa- 
sioned by both sickness and disability, 


It was pointed out that no deductions may be made from 
an exempt employee’s salary for absences occasioned by the 
employer or the operating requirements of the business, If an 
executive, administrative, or professional employee is ready, 
willing and able to work, deductions may not be made for 
the time when work is not available. Such deductions, in 
case of an exempt employee, clearly are inconsistent with the 
salary basis of payment. 

Deductions may not be made, also, if an exempt em- 
ployee is absent on jury or witness duty, or on temporary 
military leave. In these situations, however, the employer 
may offset against the employee's salary the amounts re- 
ceived by the employees for such service. The revision does 
not change the general rule that an employee need not be 
paid for any workweek in which he performs no work. 


The revised interpretation already is legally effective, but 
the Wage & Hour and Public Contracts Divisions will not 
take enforcement action against employers who have made 
deductions from the salaries of otherwise exempt executives, 
administrative or professional employees that were not al- 
lowable under the old interpretation but are permitted 
under the revised interpretation. No enforcement action 
will be taken, either, against employers who have made 
deductions that are not allowable under the revised inter- 
pretation, provided these two conditions are met—(1) The 
employer conforms his pay policy or practice to the regula- 
tions by September 1, and (2) the employer reimburses his 
employees for the amounts of any deductions of this kind 
that he has made during the past two years. 


SMALL BUSINESS Administration here has released two 
more leaflets in its Management Aids Series, and either or 
both of them conceivably could be interesting and useful 
reading to those in the stationery and office outfitting field. 
No. 50 is “How Manufacturers’ Agents Help Small Busi- 
ness,” which points to the practical advantages and dis- 
advantages of using manufacturers’ agents, and offers a 


checklist by which the small businessman can determine 
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whether or not his company would be likely to benefit from 
an arrangement with such agents, 

No. 51 in the series is “How to Reduce Your Operating 
Costs,” which was written by a noted efficiency expert. It 
emphasizes that any cost-reduction program must be under- 
taken methodically, regularly, and after a thorough analysis 
of every phase of the business. 

These leaflets may be obtained, at no charge, from SBA, 
Washington 25, D. C., or from the agency’s regional offices. 


BUSINESS BRIEFS: Man-day of idleness due to strikes 
and work stoppages began to increase in June again, the 
U. S. Department of Labor has reported here. . . . Consum- 
ers, who cut their rate of spending on durable goods sharply 
last fall, are showing signs of not being afraid to obligate 
themselves for the future again. 


Sounding boards— 
(From page 36) 


the morning session, Friday, July 23, was Robert Slaughter, 
vice president, McGraw Hill Book Company. 

The convention, which drew 2,000 delegates and members 
of the National Secretaries Association from all parts of the 
country, opened on Thursday, July 22, following an Open 
House reception Wednesday evening given by the New York 
Chapter. Keynote speaker at the opening session Thursday 
morning was Dr. John Harvey Furbay, director of Air World 
Education for Trans World Airlines, who discussed “Global 
Minds for a Global World.” The afternoon session on 
Thursday was devoted to a grooming program and fashion 
show. 

The Friday morning session opened with a talk by Fannie 
Hurst, who urged greater participation by women in the 
legislative branches of local and national government. Fol- 
lowing the panel discussion on “Management In Today's 
Economy,” Professor Robert Risley, New York State School 
of Industrial and Labor Relations, Cornell University, head- 
ed a discussion session on group leadership. 

Last event of the morning program was an Office Training 
Clinic, in which Mrs, Mary G. Roebling, chairman of the 
board and president of the Trenton Trust Company, Tren- 
ton, N. J., discussed the leadership qualities required of an 
organization president; Mrs. Helen Livingston, director of 
special activities, TWA Women’s Division, outlined the 
duties of a secretary, and Mr. G. B. Briggs, assistant treas- 
urer, International Business Machines, presented the duties 
of a treasurer. 

Mrs. Genevieve Lenz, of Niagara Falls, N. Y., was selected 
“Secretary of the Year” by a judges’ panel consisting of Mrs. 
Dale Carnegie, Dr. Hamden L. Forkner of Columbia Uni- 
versity, and Don Porter, television star, at a “Secretary of 
the Year” Luncheon, following the Friday morning session. 
Mrs. Lenz, a legal secretary with Phelps. Gray, and Man- 
sour, Niagara Falls, was chosen from a group of fifty candi- 
dates viewed by the judges. 

Presentation of the award was made by Ann Sothern, star 
of the television show, “Private Secretary.” 

The closing day of the convention, Saturday, July 24, was 
devoted to business meetings, and election of national officers. 
Mrs. Lilyan Miller, of Akron, Ohio, was reelected to the 
presidency of the NSA for a one-year term. 

All convention sessions were held at the Waldorf-Astoria. 
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Simple test demonstrates file-hardness of Bassick caster 


Pre-test caster wear 
before you buy 


Now you don’t have to wonder how long Bassick 
casters will stand up on your office furniture. 

Get yourself a file and prove it. Bassick ball and 
raceway surfaces are case-hardened in special fur- 
naces to 15N90 Rockwell hardness. They are so 
hard that the file won't cut them. 

That’s why Bassick’s will last longer, perform 
better, on office chairs and furniture. Just another 
good reason why nationally 
advertised Bassick casters 
are going on more and 
more office equipment 
every day. 


' . 


Smoother rolling, easier swiv- 
elling Bassick ““Diamond- 
Arrow” line includes casters 
for wood and metal chairs, 
typewriter stands, etc. With 
““Baco’’ rubber tread or 
“Atlasite” hard composition 
wheels 


THE Bassick COMPANY, Bridgeport, 
2, Conn. In Canada: Belleville, Ont. 


Bassick 


om A DIVISION OF 


S MAKING MORE KINDS OF CASTERS. MAKING CASTERS DO MORE 


75 YEARS OF CASTER LEADERSHIP 
73 
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Records management— 


(From page 28) 


security of confidential material and, other materia! can 
be disposed of by sale to salvage companies as scrap. In 
some instances this can be a substantial figure. 

There are important subsidiary advantages in a Records 
Center. One is that the Records Supervisor can supply in- 
formation required from files more quickly because he and 
his staff are thoroughly familiar with all the records in the 
Center. Specific records can be located easily and sent to 
departments needing them. And in addition, valuable aid 
can be given in projects requiring extensive searching of 
old records, 


Another advantage is that as material is transferred to the 
Center under the retention schedule, the staff in the Center 
will often be able to “spot” duplications in forms or reports. 
These can be referred to the Systems and Procedures Group 
or its equivalent in the company for their action. 

One point is worth considering in connection with 
the establishment of a Records Center and that is the possi- 
bility of microfilming. 


Much has been said and written 
about the advantages and great savings possible by using 
microfilming techniques but very careful studies should 
be made to determine the feasibility of such a step. If it is 
approached, as it often is, from a strictly space saving view 
—the company may find that a record may be retained in 
space costing $2.25 per square foot for ten years and four 
months before the cost of microfilming can be justified. 
This has been proved recently in a cost analysis we made for 
one of our clients. If, on the other hand, the basis is the 


protection of vital records, then of course, an entirely dif- 
ferent approach in evaluation should be taken. 

One example of this is a client who recently decided to 
microfilm its rights-of-way agreements. The company—as 
a matter of policy—declared them to be vital records, which 
therefore, should be microfilmed for protection. The agree- 
ments—I4 file cabinets of them—were filmed. When we 
appeared on the scene, we found both the original agree- 
ments and the film stored in the same area! Nor was this 
all—still to be done was editing, cross-referencing and index- 
ing. A viewer had to be purchased, etc. Our recommenda- 
tion was to remove the files to less costly space and use the 
film for reference purposes, 

In summary then, microfilming for net effectiveness is not 
to save space. If preservation is the objective then evaluation 
is on a different basis. But the point is that Management 
should know why it is microfilming before it does so. 

Assuming we have a fully effective records management 
program and that our Records Center is functioning prop- 
erly, these are the benefits that are to be realized: 


1) The task of finding a vital record or report when it 
is needed is reduced to the minimum time. 

2) The volume of records generated is controlled with 
the resultant savings in new equipment purchases, 
manpower, supplies and maintenance. 

3) Significant releases of high cost office space are realiz- 
able by transfers to a low-cost records center. 

4) Vital records are protected both at point of use for 
active files and in the Center in the case of inactive 
records, 

5) Management now has an effective tool with which 


(To page 76) 


3 popurar LABELING propucrs 


- - - PERMA-STIK, the self-adhesive tube or strip-like label holder that is 


now open on three sides for greater utility. It will hold a card many 
times its own width. Very easy to use. 


FOR BINS AND SHELVES — Available in three sizes. 


PS-’2 2" x 6"  30¢ per ft. 
PS-% 6%" x 6" 35¢ per ft. 
PS-1 . £7 40c per ft. 


FOR RING BINDERS 


Smooth finished, durable metal construction—celluloid window protects and keeps 
label clean. Neat uniform appeorance —lasts indefinitely. 


SO-1 for 1” Ring Books . $0.25 each 
$O0-1% for 1%” Ring Books -30 each 
$0-2 for 2” Ring Books. . -35 each 


SLIP-ON LABEL HOLDERS 


FOR POST BINDERS 


There is a Viny! Plastic Label Holder for every type of open back binder. 
Will not warp or curl—made to Slip-On any size post. 


PBS—%A" xn 2W0"........ $0.20 each 
SS tS eee -25 each 
665 ib at une dues bs -30 each 


OFFICE PRODUCTS, INC. 


9920 Freeland Ave. Detroit 27, Michigan 


West Coast Distributor: Arch K. Ansty, 171 - 2nd St., San Francisco 5 
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by SLOANE 


Bare floors . . . trail-packed coverings . . . worn carpets—bad 
for business. Put your office on the preferred list . . . for clients 
. with Carpet by Sloane’s. Top values, dependable qualities 
. widest selections ... plus advice by specialists . .. accurate 
measurements . . . economical cutting. 


You pay no more at Sloane’s...Compare before you buy 


CONTRACT DIVISION 
Over a 


give your office a itt ““SLOANE exe? 


FIFTH AVENUE AT 47TH ST. NEW YORK 17  (ieMMnmmimimuMA 
We invi inqui and Offices 
e invite your inquiry 
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Pet Dennison Addressing Labels 


1, «tree 


at Stationers or write for free sample to 


Dewnioon, Betas 146, Aas eli Mass. 
arts . ory ON" Ear EE ets - m . ord “ 
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R. A. STEWART AND CO.,INC. 


New York 7, New York 


(Continued ) 


to make basic decisions in company operations. This 
is perhaps the most significant of the many advan- 
tages to be gained. 

Of particular interest at this point is the impact our rec- 
ords management program will have on space. Funda- 
mentally, we cannot achieve significant savings in space nor 
can we make truly effective layouts until a records manage- 
ment program has been established and is functioning. 
Then we can deal with space. To revert to my earlier state- 
ment that any approach to a records problem that is based 
on the need to improve the utilization of the space without 
considering the more important points of the relationship 
to manpower and the payroll dollar would be unwise and 
unrealistic, 

Since most of us here are occupying rented space, we will 
use as a rough estimate a rental cost of $3.50 per square 
foot. A standard letter size file cabinet will require about 
7 square feet of space, including adequate access. A stand- 
ard legal size cabinet will require about 9 square feet of 
floor space, including access. Or, $24.50 and $31.50 annu- 
ally just for the cost of the space. Savings in floor space can 
be realized by using 5-drawer cabinets instead of 4, but this 
use must be judicious. If files are very active and have 
sporadic reference then the savings in space can be lost by 
the additional time it takes to use the bottom drawer. Thus 
if they are used the bottom drawer should contain the least 
active files, 

The removal of 80 of the 100 cabinets in our earlier ex- 
ample will result in available space worth a minimum of 
$1,960 annually or 12 desk positions based on accepted stand- 
ards. Many large companies have files greatly in excess of 
100 cabinets and it has been shown in many of our own 
experiences that a sound program will in some cases obviate 
the necessity to acquire additional office space. 

A recent client of ours had a records problem of these pro- 
portions—some 22,000 square feet of floor space (50 per cent 
of it in first-class space) were being used to store inactive 
records. After the institution of a retention program we 
estimate that the Records Center which was established 
will require about 6,000 square feet. In the first month of 
operations of the Center the company was able to dispose 
of records no longer required to a salvage company. The 
resultant income more than paid the salary of the Supervisor 
for the first 2 months of operation. More importantly, how- 
ever, it freed space required by the company in a consolida- 
tion it was planning without the necessity of constructing 
new space. 

As far as layout is concerned, the approach of the space 
planner in every instance is one of studying the usage of 
records. Once this has been determined records required 
by an employee in routine operations and of interest solely 
to him should be placed immediately adjacent to that em- 
ployee’s work space. Those records of general interest and 
with a high degree of reference by many employees indicate 
the desirability of a centralized file space. This can be de- 
partmental or company-wide but centralization should not 
be done for its own sake. There is no saving when all files 
are centralized arbitrarily for the convenience of a few file 
clerks when the resultant time loss to the rest of the organ- 
ization not only wipes out any savings by eliminating dupli- 
cate files but actually results in a loss. The point is that 

(To page 78) 
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maximum 

efficiency... 

minimum 
confusion... 


office move 


Neptune's expert, exclusive consultation serv- 
ice plans your move—assures you that not a 
second will be wasted .. . not a minute lost 
during your office move. More men .. . more 
equipment . . . more know-how make the 
difference. For on the dot office moving... 


call neptune 


YOU PAY NO MORE FOR THE BEST! 


NEPIVNE 


STV RAS E 
OFFICE MOVING DIVISION . 
Riverside Drive at 134th St. 


New York City WaAdsworth 6-9500 
AGENTS IN PRINCIPAL CITIES 


OFFICE MANAGEMENT 


. KS STANDARDS, 
AME ysrNess SE oes 


aluminum 
chairs 


CUTTING COSTS 


You can cut your office costs, by increasing your office 
efficiency. Properly seated office workers are more 
efficient—and therefore, less costly. 


FINE-REST Aluminum chairs will increase produc- 
tivity, and reduce absenteeism, fatigue, and errors. 
FINE-REST chairs provide a service that pays for 


itself. Why not let your dealer demonstrate the 


FINE-REST cost-saving features? 
Write for the name of your nearest FINE-REST dealer. 
“America’s Standard of Business Seating” 


ALUMINUM SEATING 


17 S$. CHERRY STREET * AKRON B6,OHIO 


Dishibuler AETNA SAFE CO., 44-50 W. 


29h ST... N. fF. 
METROPOLITAN N. Y. & EXPORT DISTRIBUTOR 
q7 


re a 
a le 
a 
ee 
| - Sh) : : | 
| a es! “y uggs i 
a - Se: 
‘ us ‘i abe 
aN n ony a ; : 
« . “la . a ~ em | ait ns 
—_ \\ Sl vt 
x os a ag i ; 
~~ Pe hn 5 : a ae eS 
i 408? "er, 0m Svs a : oe be. 
ve . 4 e y ety 
: a; ™ e a eae 
a Sy ) eae one dd eee 
Pi ~—* i \ \) er ae - a . ed ff 
M ay ay ~ ' v. 
' Bie > 
vi 4 ) ae 
ia. ane aoe 
\ es Ss 
ees nS 
\J Lee: 
tee 
re ae = 
your Z a ri 
NEPT N | e ‘ 
oe 
ay ae, 
oe 
. 
a | 
NEPTUNE pee 
ORAGE att 
i= eee Sent 
aa 
Gi 
es 
7 I | San 
oe NS am r ah 2% 
e: an Rati Te Hela , eo See Dien oil r ari mon . u fe Fer 
aa 
Pe ees oF. ee 
‘As Eee 
a: he 
on 
es a es ae ‘eae Se P F: oe aE a a. 4 eS OE co. ae = bic bs 
— , 9 an oe Ser fee Ope UF Ue 
i y* eo eee lO Oe hl ie a. cos), Vs: 


The Binding of 
OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTENERS 


ACCO PRODUCTS, INC. 
OGDENSBURG, NEW YORK 


In Canada: Acco Canadian Co., Limited, Toronto 


PLYMOUTH RUBBER BANDS 
OUTSTRETCH OUTLAST  OUTSELL... ALL OTHERS 


@ Bands for Every Purpose 


@ We'll Make Them for 
Your Special Needs 


DISTRIBUTED — AVAILABLE AT TOUR REGULAR § 
ws ee 
uth Standard Bands Made to Federal Specificatio 


) (Continued) 


| there is no pat solution to the problem of layout. It must 

be based on the functional requirements in each instance. 
| In layout too there are many little tricks that can be used 
to obtain maximum efficiency of the space by dual usage. 
| An example is a type of cabinet that opens parallel to a 
corridor; it can minimize access space and is an ideal method 
| of storing semi-active records and using corridor space for 
|a dual purpose. Inactive or dead files, where certain preser- 
vation and protection requirements are met, can be stored 
lon racks or shelves. In many cases advantage can be taken 
jof the height of ceilings in storage areas, And in office 
_areas banks of filing cabinets can be used to effect functional 
separations between groups. 

Thus it can be seen that the lowly filing cabinet, so often 
neglected, offers an excellent opportunity to the progressive 
and alert executive to effect significant savings and cost re- 
ductions and improve utilization of the space the company 
occupies. Aside from these advantages it has been our ex- 
perience that executives find many other efficiencies result 
ing from an effective records management program. But 
again I must emphasize that to achieve the full benefits the 
problem must be seen in its true perspective and not ap- 
proached from a space standpoint alone. This problem is 
not one that can be approached half-heartedly or casually. 
It is one that requires the assistance of someone who can 
objectively solve the problem initially and the constant at- 
tention thereafter of a supervisor who is qualified and who 
has the full backing and confidence of Management. It does 
not mean that no new files will be bought but it does mean 
that the files that are used will contain only those records 
that provide management with the vital background data 
on which to make intelligent decisions affecting the future 
course of the business. 


Teamwork— 
(From page 21) 


Therefore, management has been forced to create these 
employment incentives and to plan ways and means of 
supplying a continuity of advancement opportunities. 

Business and industry have spent literally millions in both 
manhours and dollars to provide various and unique incen- 
tives to keep employees happy. Management has labored 
over the establishment of equitable wage structures, ade- 
quate insurance and retirement plans, profit-sharing plans, 
attractive vacation plans, entertainment facilities and pro 
grams and many, many other unusual types of incentives. 

But here, most management has stopped short. 

Few companies, after providing these costly incentive and 
benefit plans, have taken the time to learn what their em- 
ployees think about the plans and also if they are in com- 
plete accord with other important job satisfaction factors. 

An employee may be completely satisfied with the com- 
pany’s retirement plan and vacation policy. And he may 
be happy about the wage structure and the merit increase 
arrangement. But if he dislikes his job, his supervisor or 
his fellow worker, or if he has not been assured of a pat- 
tern of advancement, then the attractive incentives, vaca- 
tions and pay become less and less attractive to him, 

The fact is that either management isn’t listening or it 
hasn't taken the time to learn the value of employee atti- 


tudes. 
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Substantiating evidence of this is the way in which labor 
unions have grown over a period of years. They have been 
built primarily on the basis of job dissatisfaction among 
working people. They stand ready and waiting at the back 
door of industry .. 
on a common ground. Ready to listen to their grievances. 
Ready to ask the same question that management should 
be asking: 


How do you feel about your job, your pay, working con- 


. ready to meet dissatisfied employees 


ditions, your management and your company? 

And because most management groups have been lax 
about asking this question of their employees, the labor 
unions have grown stronger and management has drifted 
farther and farther into the background with respect, to 
building its own company team of satisfied workers. 

The time is long overdue for management to realize the 
importance of job satisfaction in building an effective oper- 
ating team. Management must establish a periodic pattern 
Departmental and super 
visory reporting alone will not suffice. Reports such as these 
are usually biased, incomplete, unrelated and often mis 
leading. 


of employee attitude surveys. 


Employee attitude surveys, to be really effective, must be 
the result of a singly devoted effort. Standardized methods 
of survey and questioning will prove invaluable to top man 
agement and will pinpoint employee interests, needs, prob- 
lems and concerns. And they will also provide management 
with the essential factors for building a sounder and a more 
effective company team. 

Management's thinking should certainly be stimulated by 
this unparalleled victory of but two men who were mem- 
bers of a team ...a great team, which started at the bottom 

.. and then through careful planning and absolute model 
teamwork reached the very top of the word’s highest peak. 


(From page 27) 


has been less severe than expected, and based their optim 

istic appraisal of 1955 prospects in the fields on this. 
Production has already begun on a catalogue of exhib- 

The 


catalogue will be distributed to leading corporations around 


itors’ products to be shown at this year’s exposition, 


the country, to business libraries and other reference points. 

Also being distributed to leading businessmen across the 
country are gold-colored souvenir coins commemorating the 
show’s fifty-year history. 

“Beginning at the old Madison Square Garden in 1904,” 
Lang said, “the National Business Show has always attract 
ed an important national audience. The first show was 
covered extensively in both the trade and general press, and 
later National Business Shows have been no exception. Last 
year, for example, about 125 press representatives attended 
and covered the show. For their coi.venience this year, and 
as an extension of exhibitor service, a fully manned press 
room will be established at both armories and be maintained 
throughout the period of the show from September 27-Oc 
tober 1. The press preview will be held at 10:30 on open 
ing day.” 

“As it is for most other industries, New York City is the 
center of the office equipment and supply field,” he went on. 
“It is to the 50-year-old National Business Show that busi 

(To page 81) 
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SIGNALS FOR BUSINESS — 


Exert new control over any type of 
office system with Grafico Signals. They 
never forget. Always there to stop, 
start, check, alert. Your ofhiee supply 
dealer will be glad to explain’ what 
they can do for your particular needs, 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


SIGNALS 
and MAPTACKS 
Keep BUSINESS Under Control 


pencil sharpener cutters 
need changing, too. 
Apsco now offers a revolutionary 
new development in pencil sharpener 
maintenance ... The “complete” cutter head assembly. 
Now, in one convenient, clean operation, office per- 
sonnel can revitalize their pencil sharpeners in seconds 
Order an adequate supply from your stationer today, 
Specify, too, 
Apsco Pencil Sharpeners, 
Staplers, and Punches. 
It costs less to buy the best. 


Apsco products inc 


P.O. Box 840 Beverly Hills, Calif. 
Factories: Rockford, Ill. * Toronto, Canada 
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a NET WIR 


Se ee re 


NO USE 
LOOKING, 
OSCAR... YOu 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances for Errors 


re check “Outlook” Envelopes are absolutely opaque; essen- 
when wages are paid by check: Nothing shows but the 
pond cr name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


WRITE Tooay { 


Write for samples and prices. 


—_— 


pixie “cotor-xeveo” VASSAUV 


Another member of the striking new Dixie Chrome 
“Holiday” series. Distinctive square-tube frames in triple- 
plate satin steel, or your choice of seven decorator colors 
in durable “EPON.” Luxurious loose-cushions are revers- 
ible, with “Flex-o-Lator” cushion-bag construction. “Color- 
Keyed” covers in a gratifying array of beautiful textures 


—— Color- Keyed. oo, 
DIXIE ¢€ H ROME 


© » ©~ prooucts 


Division of Southern Consolidated Mig. Corp. 
Irving (DALLAS COUNTY) Texas 


Moanvtacturers-Designers of Distinctive Furnishings 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


VISIB LE FILING EQUIPMENT, Kardex, Acme, Postindex, etc. All 
| equipment thoroughly rebuilt and guaranteed, Commercial Card System 
| Co., 135 Grand St., New York 13, N. Y. 

FOR SALE ADDRESSOGRAPH Model 2000 with feed expirator and 
| lister. Equipment two years old, reasonably priced. Contact Box 6, 

Walle Street Station, New York 5, New York. Attention Purchasing 
Department. 

DITTO GELATIN PROCESS S.-20 Electric 1491. Priced to sell. 1951 
model—excellent condition. 2 Metal gelatin roll conditioning cabinets 
on casters. Operator’s chair; other accessories. Bargain, Write U. O. 
Colson Company, Paris, Illinois. 

CALCULATORS AND ADDING MACHINES Wanted, all makes. 
State make, model, serial number and adding capacity. International 
Office Appliances Inc., 326 Broadway, New York 7, N. Y. 
ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc. 


Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 Ist Ave., Seattle, Wash. 


ARG HITEC T- DE SIG NER, specialized in. in commercial interiors, experienced 
in office layouts, wishes connection or partnership with manufacturer or 
distributor, will invest. O.M. 163 a 
MOUNT HOLYOKE early June graduate seeks office position in Boston 
or New York. Has majored in English Composition and has had experi- 
ence in writing for school publications. Would appreciate position where 
this apeeal qualifications may be of service in the production of reports, 
house bulletins and publications and similar work. _O. M. 165. 
EDITORIAL-PROMOTION MAN AVAILABLE—skilled in all forms 
of publication production; editing and preparation of reports, brochures, 
statements; house organ editing and production. Would relocate. 
O.M. 166 
SYSTEMS ANALYST 20 YEARS successful Cost Reduction in Sys- 
tems, Procedures, Work Simplification and Wage Incentives. Average 
earnings $8000. B.A. and M.A. degrees. O.M. 167 

MALE SECRETARY—Typist, single, young, experienced, unafraid of 
productivity and details, seeks position in Chicago. Available in October 
or November. O.M. 168 


Business Opportunities 


PROFIT. ABL E FRA ANC HISES AVAILABLE E— —Own your own business, 
Operate a temporary help service with our help. We operate coast to 
coast—29 offices. Modest funds required for operating capital. Franchises 
available in cities under 300,000 population. Be a part of nation’s 
largest temporary help service. Step into profitable business of your 
own by writing Miss Lewis at 330 W. Kilbourn Ave., Milwaukee 3, Wis. 
FOR SALE—Exceilent for professional, medical or insurance company. 
Modern one-story, ten room office building, 170 foot frontage on Colorado 
Boulevard, fifteen minutes from downtown Los Angeles. Architecturally 
designed, excellent mahogany woodwork and built-ins. Inter-office com- 
munication and music system, forced air heating, insulated. Kitchen, 
lounge, rest rooms, shower, paved parking lot. Brokers invited. O.M. 164 


Miscellaneous 


NEED TEMPORARY OFFICE HELP? Call Manpower, Inc. if you 
need temporary typists, stenos, bookkeepers, comptometer operators. Use 
our employees for 4 hours—a day or two a week—a month or longer. 
We are not an employment agency. Low hourly rates. We operate in 
Chicago, Boston, Cincinnati, Cleveland, Detroit, Milwaukee, Minneapolis, 
New York, Philadelphia, Pittsburgh, St. Louis, San Francisco with other 
affiliated branches coast to coast. Call Manpower, Inc., for qualified 
temporary office help. 
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(Continued) 


ness leaders look for the newest and most efficient products 
and services offered. Nowhere else is so much offered the 
prospective customer as will be on display at this year’s 
show.” 

The Golden Jubilee National Business Show will open 
on September 27 and run through October 1, Hours will 


be from 1 to 10 p.m. daily. Both armories offer restaurant 
facilities. 


Case of the month— 


(From page 32) 

1. The use of a Moore Whiteprint Master as an Ozalid 
original with a well designed Moore Speediset provides the 
ultimate in speedy, accurate and efficient forms operation. 

2. Additional Ozalid copies are immediately available at 
any time. 

3. The Whiteprint original allows a variable number of 
copies to complete the transaction. 

4. Only one writing of the order is necessary from the 
time it is received until the invoice is mailed. It is not neces- 
sary to rewrite any information in the preparation of the 
order or invoice. 

5. Since all copies are either made at the original writing 
of the Moore Speediset, or are reproduced from the master, 
the final Ozalid invoice copies are identical with the original 
and there is no possibility of transcribing errors. 


Work measurement— 


(From page 34) 

comprise the preparation of the report. Then by using his 
standard data he is able to develop standard time values 
for each operation and accordingly for the complete report. 
In these circumstances several hours’ work was involved 
and the standards developed were similar to ones that would 
be developed for purposes of clerical cost control budgeting. 
But what were the results? 

A summary of the operational standards clearly con- 
vinced us that it was not in the interest of economy to put 
the report on tabulating equipment. But it did more than 
that. It gave the supervisor an evaluation of the report for 
the first time. Now he knew what this particular report 
was costing him in terms of man hours and he was able 
to use this information in his efforts to have certain aspects 
of the report dispensed with. 

So, in this case the use of work measurement tools by 
the methods man enabled management to make a decision. 
It prevented a change that would have been unwise. It re- 
emphasized the importance of weighing seriously any sug- 
gestion about mechanization. It gave the supervisor many 
incidental benefits that would not have come out in a mere 
methods appraisal that 
measurement values. 


was conducted without work 

A similar approach can be taken in evaluating proposed 
major systems changes. Many costly errors can be avoided 
by reducing the proposed method to man hours based on 
scientifically determined elemental standards. Access to, 
and experience in the application of work measurement 
standards are practically indispensable tools in the methods 


man’s kit. 
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apply between 
= ingers and 


thumb ... No more clumsy 


rubber fingers or messy sponges 


Easy to apply, SORTKWIK creates a greascless, stainless, 
tacky film permitting handling more papers much faster. 
Now widely used in a variety of businesses throughout 
the country, SORTKWIK is setting a 
new standard for efhcient and speedy 
paper handlin 

Order a supply from your stationer 
Topay! Or send ONe DoLiar ($1.00) 


Zz “ing 
sort, collate i= for two regular size containers to 
% ’ 


count, file try Out. Average 4 months supply $0c. 


LEE PRODUCTS CO. 2738 tyndole Ave. 5. Minneopolis, Minn 


; FOR ALL TRAVELERS 


: by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
. 7338 Woodward Ave., Detroit 2, Mich. 
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Typical Savings: 12 rolls of fresh, clear No, 600 ScoTt u TAPE 
(4 x2502") at almost the gross price! $1.10 per roll FOB Our 
Door.) You save up to $2.00 per doz, @ ¢ ANARY LEGAL PADS 
(No. 1 Grade, 8 x 12%, takes ink & eresares., 50 ag Og 
adii—2 Dez. @ 1.55 per dz.. 6 Dz. @ ¢ mer « J ™ 
eter — dz ed - sheets on request.) @ ru ONDEROGA 
(and other popular) PENCULS—2 Gr. @ $4.60 per er 5 Gr. 
@$i.52 per gr. @ SWINGLINE STAPLER—<25—$3.79; 24-— 
— Write for our monthly Newsletter 

FREE: “STATIONERY TOPICS” on your 

© business letterhead. 


J. J. LESTER & CO., INC. 
> error ee 
TOP MANAGEMENT SEMINARS 
Limited attendance Unlimited Subject-Coverage 
9 A. M. to 5 P.M. Five-day Sessions 


@ Electronic Computers—Applications and Limitations 

@ Office Mechanizations—Standards 

@ Job Evaluation and Performance Rating 

@ Supervision and the Supervisor 

@ Operations Research—Tools, Techniques—Other Subjects 


Seminars held every month except December and January. 


Write: Hugh A. Warner 
Formerly technical director, 
National Office Management Association 
Box 19, Route 4, Elkridge 27, Md. 
Phone: Elkridge Maryland 715J 
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(Photo courtesy National 
Tourist Publicity Associ- 
ation for Ireland). 


BLARNEY. ..Yes and No 


See Blarney castle, kiss the famous Blarney Stone, and Irish 
legend hath it that you'll have all the luck in the world! 


Don't trust to luck, KNOW that you're getting the finest, best- 


suited erasers for your own particular 
requirements: the erasers that Ireland 
and all the world know best and use 
most. Weldon Roberts Erasers Correct 
Mistakes In Any Language! At your 
regular supply dealer's. 


399 TRI-PLY Tie original, superior, 3- 
layer eraser for typists. Two outer plies of 
red pencil rubber, for smooth, clean erasures 
on originals and carbon copies, center ply of 
soft gray ink eraser for a single letter or a 
complete line 


930 ENSEMBLE (Pink & Gray 
Rubber) A combination eraser 
that does most everything Handy, 
bias beveled shape, Soft, pink 
pencil rubber joined to soft, gray 
ink evaser hor ink, pencil and 
evayorn erasing 


440 GREEN GLOW Soft, smooth, 
pliable eraser in attractive green color for 
pencil erasures and cleaning work. Fea- 
tures the “stubby” shape with beveled 
ends. lor office, drafting, art, school and 
general use (Large size, No. 441.) 


Gpre Glow 


440  wawand, oie oe 


JET ERASER Convenient cylindrical stick eraser in attrac- 
tive, transparent plastic holder lip unscrews so eraser can be 
moved outward. Ked rubber for pencil erasing, gray rubber for 
ink Pocket clip aed for general use Brush whisk style for 


typists. Kefills. Tops for typing, accounting, drafting, pro 
fessional and student use. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
World's Foremost Eraser Specialists 
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eneralaire <a line of 45 beautiful new metal desks 


combining smart efficiency with maximum functional value in the latest creation 
by the world’s largest manufacturer of desks 


H™ IS A LINE of handsome new 
metal desks to add beauty and 
efficiency to your office—the GF 
Generalaire 


Its 45 different models provide the 
right size and type of desk for every 
office job. There are single and 
double pedestal flat top desks; con- 
ference desks with top overhang at 
either side; foldaway, elevator and 
fixed-bed typewriter desks; a variety 
of machine desks; and matching tables 


Because they are assembled from 
only a few standard parts, General 
aire desks can be converted easily 
from one model to another right in 
‘vour own office. 


Beautiful, lustre-gray enamel 
finish and sparkling aluminum trim 
contrast with cool mist-green Velvo- 
leum writing surfaces. Generalaire's 
functional styling enhances the 
appearance of any generai office, 
harmonizes with present equipment. 


Metal desks can't warp or split, 
drawers cant stick, welded joints 
cant loosen—in short, the General- 
aire, like other metal desks made by 
GF since 1924, will be just as strong 
and serviceable in 1984 as it is today 


See Generalaire in GF distributor 
and branch showrooms. Or write for 
a catalog. The General Fireproofing 
Co., Dept.0-35, Youngstown 1, Ohio 


Good metal business furniture is 9 900d investment 
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MODE-MAKER DESKS + GOODFORM 
ALUMINUM CHAIRS «+ SUPER-FILER 
MECHANIZED FILING EQUIPMENT « 
GF ADJUSTABLE STEEL SHELVING 


= | si ee. L 8) i ee i | gama 
ae Ne SER — . * “ah 5 aX 
ee, ss i iy ay 
ered las 
ri rid i] 
AS. Ae 
ue Vas 
— <= _ — fea 
———— > LS = _—s. 
PS DS Se ee a eae ee ; 
LEE) BLS fa DS pe Ge | oe 
vg he a ig ad . $ t — t - 4 c P , ys x a tre 
= ad G af 3 - u i G | 2 ee 
oe i 
. : a te 9 
> .. ae 
ee. 2 4 
: Cer, he 
. | poe Fi 
” ° ' AT eae 
, 4g ay 
’ j j ; bie. 
re 4 _— i Te 
; * a . ‘ — : er 2 
y " ST eee — e 7 sittin ‘ " f 
~. » ahaa} J ig - aa | — 4 iy Rigid! ied 
= " Se. Scenes = a ; Aes i i 
lie ae a ME ee ca | 
fi etenaaeee a Le " ; 
¥ : ae em | ai 
. a me: od ——— be 
; ae : Fs eg aR 
> ier A sae 
* , ae ° 5 are 
- ae : . : “€ é — . — ; are 
a q ss .* 4 . x » ere | 
oie 3 ia’ a ; f e si — = a U ie 4 sy 
a , > \ ; ace i 
“4 eg ——— Se <a ; ‘ie tee 
¥ i “= ; ‘ Wh gee 
f ——— ; . —— F ad ae g 450 
. ; — RS | \ / ae 
— : F we a i Er y s i = ae F mF 
> ; Spe IS 4 r 13 - oy fat boeae 
ei 4 f ‘ey ci # , as Ss a 4 z= Py Bai 
ie ey F : a ee i. a. ate 
if. ee pom a a ay ai ey ; 2 oy — \ 
S . o ay y : : 3 cy: oa 
Th ee ae ; Tey rr —e . 
, Bas ica d sat —_ ti ‘ és 
a ae i - i a. ; rs ; oy a 
, ; or ‘ "4 a ic! ey Py a eke z , c ier ' 
.! ‘a Payee Maat > ia P ' or al 
: 7 a, ee ¢ ' > 
‘ a 7 ¢ : ae ¥ see > ‘a ‘ 
' a as 
a ry} 
——— ta 
i" cis 
i ( 
j yee: 
bee vol 
a WS on Oli 
EEE Y engenrevauns ; 404 
< ' A >, . ‘6.9 
~~ P ar, 
Hae 
, iy ‘i 
| a we q 
tae 
ae Laer p PE Terr AC: 4 
o> 
‘ ; " 
iz 
2 er 
mas 
ape aes 
hee he 
& +) os 
oh a 
ue ae 
‘ads. 
Bs a | 
_ + 
' Aves = a 5 % ? uae SE ee Aw | | ee A i alia ee : 2 aR: bs —_ hip ae! a a a4 oe : 
aie See = es a 20 ye ame pa ee LS an ae i. 3) k « 4 i. ee oe 
e Pi i ieee = age a a a ie et a . ae Pa 1 . eo fee a 
ES. rk) “gis SEN 2 te ee BS | ee cs) | oe ae ae a aaa y epee eee : (eee oe et 


‘Bofore you. choose ANY typownitor... 


be sure you see and try 


Flick the switch on this Underwood and 
you’re ready for the typing thrill of 
your life. 

You'll quickly see how little effort it 
takes to write every letter better... to 
give your boss the best-typed letters he 
has ever signed. 

You'll soon understand why Under- 
wood is known as the “typewriter leader 
of the world.”” Always leading in basic 
features that encourage speed, accuracy 
and ease of typing. And now leading 
with the most advanced electric type- 
writer ever built! 

Let us give you and your employer a 
demonstration ... in your office, on your 
work, He, too, will quickly see the many 


om Underwood Electric 


ade by the Tyne 


... the NEW 
UNDERWOOD 
ELECTRIC 


“— 


advantages and economies of having 
this new Underwood at your finger-tips. 

Remember...don’t buy ANY type- 
writer until you try the Underwood 
Electric. For a demonstration, call your 
local Underwood Typewriter Represen- 
tative listed in the yellow pages of the 
phone directory. 


Underwood Corporation 


Typewriters... Adding Machines... Accounting 
Machines Carbon Paper Ribbons 


Punched Card Equipment... hleetronic Computers 
One Park Avenue New York 16,N.Y. 
Underwood Limited Toronto 1, Canada 


Sales and Service Everywhere 


Leader of the World 


“And don’t forget 
to specify Underwood 
Corporation Supplies” 
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